
VALENCTA CoUNTY
BoARD oF CoUNTY CoMMISSIoNERS

REsoLUrroN J{i. 2022- 01,
EsTABLIsHING A Couxrr, RECONOS AND DISPOSITION POLICY

PREAMBLE

WHEREAS, the Valencia County Board of Commissioners met upon notice of a
Business Meeting, duly published, at the Valencia County Administration Building, M4 Luna
Avenue, Los Lunas, New Mexico 87031 on Wednesday, October 05, 2022, at 5:00 PM as

required by law; and,

WHEREAS, NMSA 1978, Section 4-38-18 (1876) vests a county's management in its
Board of County Commissioners; and,

WHEREAS, NMSA 1978, Section 3-18-l (1972) provides that municipalities, and also

counties pursuant to NMSA 1978, Section 4-3'1-l (1995), have the power to "protect generally

the property of its municipality and its inhabitants" and to "preserve peace and order"; and,

WHEREAS, Section 4-37- l e/ seq. NMSA 1978 provides that counties may adopt
Replaces, not inconsistent with statutory or constitutional limitations placed on counties, to
discharge those powers necessary and proper to provide for the safety, preserve the health,
promote the prosperity and improve the morals, order, comfort and convenience ofthe county
and its inhabitants; and,

WHEREAS, NMSA 1978, Section 4-38- l3 ( 1876) provides that the board of county
commissioners shall have power at any session to make such orders conceming the property
belonging to the county as they may deem expedient; and,

WIIEREAS, the County of Valencia is implementing a Records Management Program;

WHEREAS, the purpose of the County's Records Management Program is to ensure that

certain documents are maintained for legal, fiscal, and other purposes and subject to destruction
at set durations; and

WHEREAS, records disposition is the final action after a record's retention period has

ended that permits the destruction or further retention ofpublic records; and

and.
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WHEREAS, the New Mexico Commission of Public Records, State Records Center and
Archives issues Records Retention and Disposition Schedules some of which are applicable to
New Mexico counties; and

WHEREAS, NMSA 1978, Section l4- l -8 ( l96l ) provides lhat "[o]bsolete county
records; notice of proposed destruction; preservation desired by state records administrator;
delivery ofdocuments An official charged with the custody ofany records and who intends to
destroy those records, shall give notice by registered or certified mail to the state records
administrator, state records center, Santa Fe, New Mexico, ofthe date ofthe proposed
destruction and the type and date ofthe records he intends to destroy. The notice shall be sent at

least sixty days before the date ofthe proposed destruction. lfthe state records administrator
wishes to preserve any ofthe records, the official shall allow the state records administrator to
have the documents by calling for them at the place of storage.;" and,

WHEREAS, NMSA 1978, Section l4-3-18 (2005) provides that recognized counties
have a right and duty to formulate programs for the disposition ofpublic records maintained in
county offices: and.

WHEREAS, NMSA 1978, Section l4-3-18 (2005) provides that recognized counties
have a right and duty to formulate progmms for the disposition of public records maintained in
county offices; and,

WHEREAS, until its repeal on November 30, 2015 the New Mexico Administrative
Code (NMAC) provided Record Retention and Disposition Schedules for local govemments,

however now local govemments are required to create their own schedules; and,

WHEREAS, NMSA 1978, Section l4-16-12 (2001) provides that:

(a) Ifa law requires that a record be retained, the requirement is satisfied by retaining an

electronic record ofthe information in the record which:
(l ) accurately reflects the information set forth in the record after it was first generated in its
final form as an electronic record or otherwise; and

WHEREAS, NMSA 1978, Section l4-7-l (1967) provides that "[t]he following county
records shall be deemed obsolete and may be destroyed: A, purchase vouchers which are six
years old; B. chattel mortgages six years after the expiration oftheir term; C. security agreements
filed under the Uniform Commercial Code six years after the expiration of their term; D. copies
of state highway project contracts filed by the chiefhighway engineer three years after the date
of filing; E. duplicate information reports filed in the offices ofcounty officials, including but
not limited to duplicate reports ofthe county treasurer, sheriff, county agricultural agents and

county health oflicers, which are two years old; F. chattel mortgage releases six years after the
date of filing; and G. termination statements filed under the Uniform Commercial Code six years

after the date of filingf' and,

WHEREAS, on November 30, 2015 the State Records Administrator issued NMAC
Rule 1.21.3 as a guide to local govemment which this policy is based on; and,



(2) remains accessible for later reference.
(b) A requirement to retain a record in accordance with Subsection (a) does not apply to any
information the sole purpose of which is to enable the record to be sent, communicated or
received.
(c) A person may satisry Subsection (a) by using the services of another person ifthe
requirements ofthat subsection are satisfied.
(d) Ifa law requires a record to be presented or retained in its original form, or provides
consequences if the record is not presented or retained in its original form, that law is satisfied by
an electronic record retained in accordance with Subsection (a).
(e) If a law requires retention of a check, that requirement is satisfied by retention ofan
electronic record ofthe information on the front and back ofthe check in accordance with
Subsection (a).
(f) A record retained as an electronic record in accordance with Subsection (a) satisfies a law
requiring a person to retain a record for evidentiary, audit or like purposes, unless a law enacted
after the effective date ofthe Uniform Electronic Transactions Act specifically prohibits the use
ofan electronic record for the specified purpose.
(g) This section does not preclude a govemmental agency ofthis state from specifying additional
requirements for the retention of a record subject to the agency's jurisdiction.

NOW, THEREFORE, BE IT Rtr,SOLVED by the Board of County Commissioners of the
County of Valencia that the County adopts and follows the following policy and the Retention
and Disposition Schedules as set fonh below, the approval hereof repeals and replaces any
previously adopted policies including Resolution 2017- 13.

BOARD OF CO C SIONERS
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APPRO\aED, ADOPTED AND RESOL\aED this 5th day of October 2022.



VALENCIA COUNTY RECORDS AND DISPOSITION POLICY

I. PURPOSE

This policy is to ensure the uniform application of efficient maintenance, retention and
disposition ofCounty public records in accordance with state law.

2. POLICY

Valencia County shall maintain, retain and dispose ofpublic records in accordance with
state law and other public records requirements. Non-records or non-essential records
shall be retained as the custodial department deems necessary,

3. DEFINITIONS

Computer- means an electronic device designed to accept data (input), perform
prescribed mathematical and logical operations at high speed (processing) and
supply the results ofthese op€rations (output). This includes, but is not limited to,
mainframe computers, minicomputers and microcomputers, personal computers,
portable computers, pocket computers, tablet computers, telephones capable of
storing information, PDAs, MDTs, and other devices.

Confidential- means information provided to, created by or maintained by a
govemment agency and that is exempt from release under state or federal laws,
because disclosure would cause substantial harm or constitute an invasion of
privacy or is otherwise prohibited by law.

Custodial department- means the departsnent responsible for the maintenance,
care or keeping of public records, regardless ofwhether the records are in that
department's actual physical custody and control.

Custody- means the guardianship of records, archives and manuscripts, which
may include both physical possession (protective responsibility) and legal title
(legal responsibility).

Degaussing- means the process of removing magaetism from magnetically
recorded tape thereby rendering most ofthe information non-reconstructable.

Destruction- means the disposal of records ofno further value by shredding,
burial, pulping, electronic overwrite or some other process, resulting in the
obliteration of information contained on the record.
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g. Disposition- means the final action that puts into effect the results ofan appraisal
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h Electronic public record- means any information that is recorded in a form that
only an electronic device can process and that satisfies the definition ofa public
record in Subsection G ofSection 14-3-2 NMSA 1978.

Non-records or non-essential records- means extra copies ofdocuments kept
solely for convenience ofreference, stocks ofpublications, records not usually
included within the scope of the official records of an agency or govemment
entity and library material intended only for reference or exhibition. The
following specific types of materials are non-records: materials neither made nor
received in pursuance of statutory requirements nor in connection with the
functional responsibility ofthe officer or agency; extra copies of correspondence;
preliminary drafts; blank forms, transmittal letters or forms that do not add
information; sample letters; and reading files or informational files.

On-site destruction- means that once a department has received approval from the
County Records Custodian and archives to destroy records, the department has the
option to destroy records on-site at the physical location ofthe depa(ment using
an approved method of destruction.

Permanent records- means records considered unique or so valuable in
documenting the history or business ofan organization that they are preserved in
an archives.

Public records- means all books, papers, maps, photographs or other documentary
materials, regardless ofphysical form or characteristics, made or received by the
County in pursuance of law or in connection with the transaction ofpublic
business and preserved or appropriate for preservation, by the County or its
legitimate successor as evidence ofthe organization, functions, policies,
decisions, procedures, operations or other activities ofthe govemment or because
ofthe informational and historical value ofdata contained therein (Section 144-2
NMSA r978).

Records- means information preserved by any technique in any medium now
known or later developed, that can be recognized by ordinary human sensory
capabilities either directly or with the aid of technology ( I . I 3.70 NMAC).

Records custodian- means the County employee appointed by the Board of
County Commission to administer this policy. The records custodian has
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decision for a record series (e.g., transfer to archives or destruction).

Records center- means a facility designed and constructed to provide effective
storage for records that have become inactive but have not reached their
disposition date. The County's records center is the principal County facility for
the storage, disposal, allocation or use ofnon-current records of departments or
materials obtained from other sources-
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responsibility for archiving, tracking and disposing ofall County public records.

Records liaison officers- means a person in each department responsible for
authorizing the transfer, withdrawal or destruction ofrecords and who liaisons
with the records custodian.

Records management- means the systematic control ofall records from creation
or receipt through processing, distribution, maintenance and retrieval, to their
ultimate disposition.

Recycling- means the process that recovers the raw materials ofa medium
allowing for the reuse of various media. Overwriting on magaetic media is a
means ofrecycling.

Reformatting- means the process in which hard drives and floppy drives are
reinitialized.

u Retention- means the period of time during which records must be maintained by
the County because they are needed for operational, legal, fiscal, historical or
other purposes.

4. ASSIGNMENT OF RESPONSIBILITIES

a. The County Commission appoints a " Records Custodian" to carry out the
purposes ofthe Public Records Act. The records custodian is responsible for
establishing records management programs within the organization for the
purpose olensuring the efficient and economical management of public records
throughout their lifecycle from their creation, utilization. maintenance, retention,
preservation and fi nal disposition.

b. The records custodian is hereby delegated the authority to order the routine
retention and or destruction ofpublic records, in accordance with the adopted
records retention and disposition schedules and the process established by the
State Commission of Public Records regulations and shall prescribe the
appropriate method of destruction ofpublic records.

Each department is responsible for appointing a "records liaison ofTicer" to
cooperate with, assist and advise the records custodian in the performance of his
or her duties and to provide such other assistance and data as shall enable the
records custodian to properly carry out the purposes ofthe Public Records Act
(Section 14-3-4 NMSA 1978).
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Records retention and disposition schedules- means rules adopted by the state

commission of public records pursuant to Section 14-3-6 NMSA 1978 describing
records ofan agency, establishing a timetable for their life cycle and providing
authorization for their disposition.
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5. DISPOSITION OF PUBLIC RECORDS

a.

b

The County shall select a records center for public records storage and retention.

Records liaison officers shall complete "records disposition" forms for each box
or bundle of records requiring storage.

The completed records dispositionform should be securely taped or affixed to
the front ofthe records container or box and archived in a safe and

manageable manner.

Records disposition forms for records considered unique or have historically value
or are permanent records shall be marked "PERMANENT". Permanent
public records shall NOT be destroyed.

Departments shall ensure the proper authorized disposition oftheir records
regardless of format or medium so that pennanent records are preserved and
records no longer ofuse to the County are promptly deleted or destroyed based on
retention periods established in records retention and disposition schedules and
subject to the written approval ofthe records custodian.

d. Departments shall secure written approval from the records custodian before
destroying any public record or before transferring records to County archives.

Departments shall follow regulations issued by the records custodian goveming
the methods of destnrction.

f. Departments shall at least annually, inspect department archived records and
make arrangements with the records custodian to dispose ofrecords exceeding
trigger dates.

Destruction ofnon-records is the sole responsibility ofthe custodial department
and does not require prior approval ofthe records custodian. This responsibility
includes identifying whether the information is a non-record or a public record.

Non-records that contain confidential or sensitive information exempt from
disclosure by statute shall be destroyed in such a manner that the information
cannot be read, interpreted or reconstructed. Non-records that contain
confidential or sensitive information shall be destroyed by shredding, macerating
or recycling through a bonded document destruction vendor.

Non-records without confidential requirements or that do not contain personal
identifiers may be destroyed by any ofthe following methods discarded in a waste
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6. DESTRUCTIONOFNON-RECORDS
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receptacle, dumpsite burial, recycled through a recycler, or shredded.

6.4 Electronic non-records that do not contain confidential or sensitive information
may be destroyed by physical destruction ofthe media or erasure ofthe data from
all media including back-up media.

7. DESTRUCTIONOFPUBLICRECORDS

Destruction ofpublic records may occur on-site at the department or through the
records custodian. Departments choosing to store public records on-site for the
life cycle ofthe records shall contact the records custodian when the records have

met their legal retention period.

The records liaison officer shall complete and submit the County's "request for
disposition" form to the records custodian. The records liaison officer shall
indicate on the form that the records are to be destroyed on-site.

The records custodian shall either approve or deny the request. Ifdenied, the
records custodian shall identify the appropriate trigger date.

The records custodian shall then give notice by registered or certified mail to the
state records administrator, state records center, Santa Fe, New Mexico, of then
date ofthe proposed destruction and the type and date ofthe records he intends to
destroy. The notice shall be sent at least sixty days before the date ofthe proposed
destruction. Ifthe state records administrator wishes to preserve any ofthe
records, the records custodian shall allow the state records administrator to have
the documents by calling for them at the place of storage. The Records
Disposition Form, incorporated into this policy.

The records custodian shall notify a department in writing if the request for on-
site destruction is denied.

Departments that destroy records on-site shall certify the destruction in writing. A
certificate ofdestruction shall be submitted to the records custodian. For legal
and audit purposes, records liaison officer(s) shall retain a copy ofthe
certification on file. Departments shall use only approved methods for
department on-site destruction ofpublic records as identified below.

f.
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Records that contain confidential or sensitive information shall be destroyed in

When appropriate the records custodian shall conduct a review and appraisal of
the records to make a determination.

Ifthe records listed on the requestfor disposition have met their legal retention
period and are eligible for destruction, the department shall receive a letter/email
from the records custodian authorizing destruction ofthe records.

a-
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I ) witnessed shredding, then pulping through a bonded document destruction
vendor, or

2) witnessed macerating through a bonded document destruction vendor.

ir. Records without confidentiality requirements shall be destroyed by:

I ) recycling by a bonded document destruction vendor,
2) shredding;
3) macerating; or
4) witnessed dumpsite burial.

h. Electronic records shall be destroyed pursuant to I .l 3.3 NMAC (Repealed), Management
of Electronic Records.

8. CONVERSION OF PAPER RECORDS TO ELECTRONIC FORMAT

a. Paper records may be scanned or otherwise converted to electronic format the
original paper record destroyed if the conversion (l) accurately reflects the
information set forth in the record after it was first generated in its final form as

an electronic record or otherwise; and (2) remains accessible for later reference.

b. Section 8 (a) is inapplicable if the original records is required to be retained in its
original format.

Original records shall not be considered destroyed if they are converted and
retained pursuant to this section.

9, RECORDSRETENTIONSCHEDULE

1.19.5.109 INMATE FILES:
A. Progtam: county jail
B. Maintenance system: local govemment prefereoce
C. Description: records conceming inmates incarcerated at the county jai.l. Portions of file are used
as input into the inmate maragement gden- Ftle may 'nchtde booking atthoiy fofir,, iflrtak data sheet,
clasifcation a horing sepmAiot pufle forrn (date, booking number, 6le oumbeq race, DOB, age, sex,
inmates name, citizenship, religious preference, educational history, confinement history, primary
factors for classification and separatioo of inmates, officer signature, housing assignmeng cell
nvnber), initial ooo$ assessmenl forrr,, (severity of current offense, offense history, escape history,
disciplinary history, alcohol or drug abuse, sabi.lity factors, scale summary and recommendations),
social security number, offense, araignment information, probable cause statement, criminal
complaints, served warrants, medical clearance, property inventofy, bond information sheet,

c

such a manner that the information cannot be read, interpreted or
reconstructed by:



extradition information, date of commitrnent, arresting agency, copy of arrest report, amount of
bond, release orders, segtegation information, trustee information, protective custody information,
date released, judgmeot afld sentence orders, copy of release orders, Engerptints, mug shots, etc.

D. Retention: ten years from date ofrelease
E. Confidentiality: Portions of this record may be con6dential per 5 USC Section 552a (i.e., social

security number); Section 14-6-1 NMSA 1978 (i.e., medical information).

[1.19.5.109 NMAC - Rp, 1.19.5.127 NMAC,04 /24/2006)
1.19.5.110 INMATE MANAGEMENT SYSTEM:
A. Progtam: county iail
B. Maintenance system: local govemrnent Pleference
C. Description: system used to ttack and monitor number of incoming and outgoing inmates at the

couflty jaii. Data may include inmate name, addtess, telephone number, date of birth, emergency
conact, classification, mug shots, fingerprints, social secutity number, pdor arrests, releases, offense,
judgment and sentence, medical information, etc.

D. Retention: ten years from &te of release

E. Hatdcopy input documents: all documents used' as inp.ut for inmate , anagerrlent gshm ate
ettered from the inmate f h; :Jr'ose documents may include rhe classficatior a hodrgpnf le, amsl
report, inmate infomation sheet, jail incidents, etc.

F. Hardcopy output documents: Because this is a data-based system, ad hoc reports may be
generated upon request.

G. Confidentiality: Portions of this record may be confidential per 5 USC Section 552a (i.e., social

secudty number), Section 14-6-1 NMSA 1978 (i.e., medical infonnation).

[1.1e.5.1 10 NMAC - N, 04 / 24 / 2006]
1,19.5.111 TEMPORARY INMATE FILES:
A. Program: county iail
B. Maintenance system: local goveroment preference
C. Description: records conceming state prisonerc housed temporarily at the county jail and
inmates that are held less than forty eight hours. File may include name of inmate, DOB, property
inventory sheet,Iength ofsentence, offense committed, corrections classification pending transfer
log, etc.
D. Retention: ten years from date of transfet or dease
E. Confidentiality: Portions of this record may be confidential per 5 USC Section 552a (i.e., social
security number).

[1.19.5.111 NMAC - N,04/2412006]
1.19.5.112 INMATE TELEPHONE SYSTEM:
A. Program: county iail
B. Maintenance system: local govemment pteference
C. Description: records conceming recordings of telephone calls made by inmates. Data may
include inmate name, telephone number called, date, time of call, verbatim recording, etc.

D. Retention: six months after date of call
E. Input: outgoing calis are automatically recorded and maintained electonically
F. Hatdcopy ouqrut documents: Because this is a data-based systern, recordings may be genetated
upon request for up to six months from date of call

11.79.5.772 NMAC - N, 04124120061

[f investigation evolyes into a court ptoceeding then the case recordings are incorporated into the
investigation file]
1.19.s.113 JArL INCIDENT REPORTS:
A. Program: county ,ail



B. Maintenance system: local government prefercoce
C. Description: tecords concemirg incidents involving corectional ofEcers or inmates. File may

include name of inmate or correctional officet involved, date of iocident, desctiption ofincident,
disciplinary action taken, etc.

D. Retention: four years aftet date of Enal action

[1.19.s.113 NN{AC - N,04/2412006]

[Copy placed in corectional of6cer personnel file ot iamate Ele]

1.19.5.114 JArL VISITORS LOG:
A. Program: county iail
B. Maintenance system: local govemment prefetence
C. Description: log of daily visitors to facility. Log may include visitor name, address, &iver's
license number, inmate name, badge number, date, relationship to inmate, time in, time out, date,

officer on duty, etc.
D. Retention: three years from close of calendar year in which created

[1.19.5.114 NMAC - N, 04 / 24 / 2006]

N.I{. Admin. Code $ 1.19.5

To the extent that it is a medical record

1.15.8.101 MEDICAL RECORDS:
A. Program: all public entities
B. Maiatenance system: chronological by year, then alphabetical by client sumame
C. Description: records which document the illness, treatment, care and diagnostic studies of
inditidual
D. Retention:
(1) aduk medical tecords: inactive recotds shall be kept 10 years

(2) minor medical tecotds: inactive records shall be kept 10 years, ot one year after the person
reaches the age of 21; whichever period of time is greater
E. Confidentiality: Portions of this record may be confidential pursuant, but not limited to Health
Insurance Portability and Accountabilitv Act of 1996, Public Law 104-191 (1996) (i.e., health
information).

12/12/79;1.15.8.101 NMAC - Rn, 1 NMAC 3.2.90.40.M107,70/07/2000;A,04/30/20121
1.15.8.102 NOTICE OF PRIVACY PRACTICES ACKOWLEDGMENT FORM:
A. Ptogtam: all public entities
B. Maintenance system: chronological by year, then alphabetical by client sumame
C. Description: form signed by cLients acknowledging receipt of the health care provider's privacy
policies regarding the individual's medical information. Form may show the organization's current
privacy policy, date, client signature, etc.
D. Retention: six yeats from date in which client signed form

N.M. Admin. Code \ 1.15.8



To the extent that it is administrative in nature:
1,15.3.101 NON-R.ECORD MATERIALS:
A. Program: administtative records
B. Maintenance system: entity preference
C. Description: the following specific types of materials are defined as "non-record" and may be
disposed ofat the convenience ofthe agency when they have no morc value/use to the agency:
extra copies of correspondence and othet documents preserrzed only for convenience ofreference;
blank forms, books, etc., which are outdated; materials neither rrude not rcceived in pursuance of
statutory requirement nor in connection with the functional responsibfity of the offrcefagency;
preliminary drafts ofletters, reports, and memoranda which do represent significant basic steps in
preparation ofrecord documents; shorthand notes, steno tapes, mechanical recording which have
been ftanscribed, where noted on agency retention schedule; routing aod other interdepaftmental
forms which do not add any sigoificant material to the activity concemed; stocks of publication
already sent to archives and processed documents preserved for supply purposes onlp form and
guide letters, sample letters, form paragaphs. All other materials either related or received in
pursuance of statutory requirements or in connection with the transaction of public business which
belong to the offrce concemed are govemment property and not personal property of the officer or
employees concerned. Therefore, any material not included in the above definition cannot be
destroyed, given, or taken away, or sold without complying with all the statutory requirements
specifically relating to said records.
D, Retention: none

V / 13/98;1.15.3.101 NI,L{C - Rn, 1 NMAC 3.2.90.71.A lO1,1O/ 1/2OOO; A,1 /6/2OO2l
1.1s.3.102 SUBJECT FILES:
A, Program: administrative records
B. Maintenance system: entity preference
C. Description: comespondence, memotanda, publications, repons and other information received
by agency and Eled by subject. Also referted to as reading files or information 6les.
D. Retention: until superseded or until information no longer needed for teference

V /13/98;1.1s.3.102 NILA,C - Rn, 1 NNLA.C 3.2.90.71.A 102,10/t/2000; A,1/6/20021
1.15.3.103 PRIMARY MISSION RECORDS:
A. Ptogtam: administrative records
B. Maintenance system: entity preference
C. Descdption: files concerning the establishment ofthe agency, its development and policies, its
progtess, operation summaries, plans for the future development, etc.
D. Retention: permanent

V /13/98;1.15.3.103 NIL{C - Rn, 1 NI,L{C 3.2.90.11.A 103,10/1/2000; A,1/6/20021
1.15.3.104 AGENCY ORGANIZATIONAL CTIARTS:
A. Progtam: administative records
B. Maiatenance system: entity preference
C. Descdption: records that reflect the organizational strucrure of the agency and its diyisions.
Information includes a diagrarrl which shows a systematic and symbolic arrangement ofan agency's
divisions and ptogram arcas by name and function.
D. Retention:
(1) Executive copy (agency director, deputy director, and division directot): until superseded
and until no longer needed for refetence, then transfer to archives
(2) Non-executive copies: until superseded by new organizational chart
V /13/98;1.15.3.104 NMAC - Rn, 1 NN{AC 3.2.90.77.A 104,10/7/2000. A,1/ 6/ 2oo2l



1.153.105 ADMINISTRATIVE RUI.FS:
A. Progum: administmtive records
B. Maintenance system: entity preference
C. Description: rules, regulations, orders, satements of policy, and amendments as defined and
6led in compliance with the state n:les act (Section 144-3 NIUSA 1978). Adminisrative rules shall
be filed with sate records center, nies division (Section 1+3-3 NMSA 1978).

D. Retention:
(1) Agency copy: until superseded or rescinded
(2) State tecotds centet (copy filed in rules and publications division): peflnanent

7 /13/98;1.15.3.105 NI\{,\C - Rn, 1 NMAC 3.2.90.11.t 705,10/l/20[lO; A,1/6/2002l
1.15.3.1{)6 ADMINISTRATTVE FILES (EXECUTTVE LEVETS):
A- Program: administrative records
B. Maintenance system: entity preference
C. Description: records documenting actions ofan agency director, deputy director, or division
directors. Fi.les may include memoranda and reports conceming agency policy, organizational aod
program development records, and non-routine 6scal daa and personnel information. These
records reflect adminisration of policy, coordination of agencv functions, and management of
program activity.
D. Retention: after 6ve years tansfer to archives for appraisal and final disposal

V /13/98;1.15.3.106 NMAC - Rn, 1 NMAC 3.2.90.11.A 106,70/1/2tfr0 A,1/6/20021
1.1s.3.107 ADMINISTRATTVE REFERENCE FrLES (NON-EXECUTTVE LEYELS):
A. Ptogtam: administmtive tecords
B. Maintenance system: entjty preference
C. Description: routine ofEce management 6les retained below the agency director, deputy
director, and division director levels. Included are convenience copies of memoranda, reports,
printed matter, and other reference materials. Topics include such subiects as: job activities, prognm
material, general office information, professiond associations, chariable affairs, parking for stafl
disaster preparedness, and other related topics.
D. Retention: until no longer needed fot reference

V /13/98;1.15.3.107 NMAC - Rn, 1 NMAC 3.2.90.11.A107,10/1/2o0f. A,1/6/20021
1.1s.3.108 ADMINISTRATTVE CORRESPONDENCE FILES (EXECUTTVE LEVELS):
A- Program: administrative records
B. Maintenance system: entity preference
C. Description: correspondence is related to the administration ofan agency or division.
Communications concem coordination of programs, agency polic,v, and responsibilities of a non-
routine nature that impact on the agencv or its divisions. These letters are usually found at the
agencv director, deputy director, and division director levels. This record group includes the
correspondence files of all elected and appointed officials.
D. Retention: two years after close of fiscal year in which created, then transfer to archives for
appraisal and Enal disposal

I /13/98;1.15.3.108 NMAC - Rn, 1 NMAC 3.2.90.11.A 108, 10/1/2000;A,t/6/20[,21
1.15.3.109 GENERAL CORRESPONDENCE FILES (NON-EXECLTTTVE LEYEIS):
A- Ptogtam: administrative records
B. Maintenance system: entity preference
C. Description: routine correspondence created or retained belov the levels of agency director,
deputy director, and division director. Letters and memoranda reflect communication regarding
program procedures, general work activities, and responses to information requests.
D. Retention: one year after close of fiscal year in which created



V /13/98;1.15.3.109 NMAC - Rn, 1 NMAC 3.2.90.11.A 109,10/1/2000; A,1/6/20[.21
1.15.3.110 INTERSTATE COMPACTS:
A. Progtam: administrative records
B. Maintenance system: entity prefetence
C. Description: inte$tate compact or other iotergovemmenal agreement as defined in the public
records act (Section 14-3-20 NMSA 1978). Interstate compacts and intergovemmental. agreemens
shall be filed with state records center, rules and publications division (Section 1+3-20 NMSA
1e78).
D. Retention:
(1) Agency copy: six years after termination of compact or agreemeot
(2) State records center (copy filed in rules alrd publications division): pernvrnent

P /t3/98;1.15.3.110 NMAC - Rn, 1 NMAC 3.2.90.11.A 110,10/1/2000; A,'1/6/2002)
1.15.3.111 EXECUTM ORDERS, PROCLAMATIONS, AND LEGISLATM
ADYISORIES:
A. Program: administrative records
B. Maintenance system: entity preference
C. Description: instructions issued by the governor as the chief executive of state govemment.
D. Retention:
(1) Agency copy: until superseded or rescinded
(2) Govemot's office copy: until transfered to archives for review
(3) Copy filed with state rccords center, rules and publications division (14-42 alr'd 14-44,
NMSA 1978): permanent

V /13/98;1.15.3.117 NI{AC - Rn, 1 NMAC 3.2.90.11.A 111,10/1/2000.A,1/6/2002)
1.15.3.112 GOVERNING BOARD FILE:
A, Ptogram: administative records
B. Maintenance system: entity preference
C. Description: records conceming agency dealings with the goveming board ofsaid agency. File
may include original or copy of minutes of meetings, reports, related documentation,
corespondence, etc.
D. Retention: five years then transfer to atchives for appraisal and final disposition

? /13/98l-7.15.3.112 NMAC - Rn, 1 NMAC 3.2.90.71.A 172,70/7/2ooo; A,1/6/20021
I.I5.3.713 COMMIT'IEES OR COUNCILS FILES:
A Progmm: administtative tecords
B. Maintenance system: entity preference
C. Description: records concerning various committees/councils with which office or department
deals. File may contain copies of minutes of meetings, reports, notifications, correspondence,
memoranda, related documenution, etc.
D. Retention: five years after close of 6scal year in which created

l/13/98;7.15.3.113 NNL{C -Rn, l NMAC 3.2.90.11.A113,10/1/2000;A,1/6/2002)
1.15.3.114 MANUALS OF PROCEDURES:
A. Ptogtam: administrative records
B. Maintenance system: entity preference
C. Description: manuals ofprocedure prepared and published by state agencies for the guidance of
public officers and employees engaged in operations tequired fot the efficient opention ofstate and
local govemment, including but not limited to acquiring space, budgeting, accounting, purchasing,
contracting, vouchering, printing, appointrnent and dismissal of employees, record mainteoance, etc.
D. Retention:
(1) Agenry copy: until superseded by new manual of procedure



(2) State records center copy (copy filed as publication with state records centet): permanent

? /13/98;1.15.3.114 NMAC - Rn, 1 NMAC 3.2.9o.77.A 114,10/1/2000; A,1/6/2002l
1.15.3.115 POLICIES AND PROCEDURES FILES:
A. Ptogram: administative rccords
B. Maintenance system: entity preference
C. Description: refetence copies of current policies and procedues of govemment and non-
goyernment entities with which an agency deals.
D. Retention: until superseded or obsolete

I /13/98;1.15.3.115 NMAC - Rlt, 1 NMAC 3.2.90.11.A 115,10/7/2000; A,1/6/2002l
1.15.3.116 LEGISTLATION, AGENCY FILES:
A. Program: administative recotds
B. Maintenance system: entity prcference
C. Description: documents peraining to bills' prospective legislation. Copies of bills and proposed
(drafted) Iegislation. Includes supporting materirl relating to legislation, such as newspapet clippinp,
reports, correspondence, memoranda, etc.
D. Retention:
(1) Enacted legislation: four years, then tansfer to archives for review and final disposal
(2) Failed ot vetoed legislation: four years after dose ofEscal in which created

V / 13 /98;1.75.3.116 NMAC - Rn, 1 NMAC 3.2.90.77A 716,10 / 1/2000; A,1/ 6 /20021
1.15.3.117 REPORTS:
A Program: administrative records
B. Maintenance system: entity preference
C. Description: IRESER\IED]
D. Retention:
(1) Annual, biennial, or othet periodic reports required by Article Y, Section 9, N.M.
Constitution, of by specific statute: permanent
(2) Routine, interim, or progress reports: two years after close of fiscal year in which created
(3) Ad hoc repolts: none

V /13/98;1.7s.3.117 NMAC - Rrr, 1 NMAC 3.2.90.11.A 177,10/7/2Cr,0; A,1/6/2002)
1.15.3.118 ACCIDENT REPORT FILE:
,{- Ptogam: administtative recotds
B. Maintenance system: entity preference
C. Description: reports of accidents involving agency personnel.
D. Retention:
(1) Files tesulting in no action/claim/litigation: two years after date of accident
(2) Files resulting in action / clai,m,/ndgation: undl incorporated into workers' compensadon file

I /13/98;1.15.3.118 NI\{AC - Rn, 1 NN{AC 3.2.90.11.A 178,10/7 /2000; A,1/ 6/20021
1.15.3.119 MINUTES OF MEETINGS:
A. Ptogtam: administative records
B. Maintenance system: entity preference
C. Description: records of official proceedings of goveming bodies. Information iocludes agenda,
date, place,list of aftendees, and a summary ofdiscussion and decisions. Official minutes may also
include all informational atachments such as reports, sureeys, proposals, studies, and charts
distributed to mernbers for discussion and for use in makiog decisions on agency policy, planaing,
and administrative mafterc. Offcial minutes shall indude only those documents and attachments
that have been formally introduced as part of a record.
D. Retention:



(1) Minutes of meetingr of boards, commissione, and/or other policy-making bodies, as
defined in open meetings Act (10-15-1, NMSA 1978): permanent
(2) Minutes of meetings of all othet bodies: five years, then transfer to archives for appraisal and
final disposal
(3) Tapes or tecordings of meetings: after minutes have been transcribed and accepted at next
meeting but no longer than two years after meeting &te
(4) All other documentation including agenda, agenda package, etc: after next meeting date
but no longer than two years after meeting date

V /13/98;1.15.3.119 Nt\tAC - Rn, I NMAC 3.2.90.11.A 119,10/1/2W; A,1/6/20021
1.15.3.120 APPLICATIONS FOR EMPLOYMENT FII r.:
,{- Prcgram: administative records
B. Maintenance sy6tem: entity pteference
C. Description: applications for employment within panicular office or department. File may
contain application, resume, letters of reference or recomrnendation, corespondence, memoran&,
related documentation, etc.
D. Retention:
(1) Applications and rccotds fot individuals hircd: tansfer to personnel of6ce when individual
accepts position
(2) Apptcations and tecotds fot individuals not hired: transfer to personnel of6ce when
position is 6lled
(3) Unsolicited applications: transfer to personnel of6ce when received

V /73/98;1.15.3.120 NN{AC - Rn, I NI{AC 3.2.90.11.A 120,10/1/2U)O; A,1/6/20021
1.153.121 PUBLIC REI-ATIONS FII N:
A. Ptogram: administrative records
B. Maintenance system: entity preference
C. Description: information conceming agency publicity. File may include press releases,

biogra.phies, newspaper clipping, promotional materials, bulletins, broadcast sctipts, photographs,
visual documentation, and other related items.
D. Retention: unti.l no longer needed for reference, then ransfer to archives for appraisal and 6nal
disposal
p /13/98;7.75.3.721NMAC - Rrr, 1 NMAC 3.2.90.11.A l21,lO/1/2UN; A,1/6/20021
1.15.3.122 MOTION PICTURES OR VIDEO RECORDINGS:
,{.- Program: administrative records
B. Maintenance system: entitv preference
C. Description: [RESER\ED]
D. Retention:
(1) Documentary or ttaining films produced or funded by agency: until informational va.lue

ends, then transfer to archives for review
(2) Fil'.s acquired ftom outside sources for personnel and management raining: until
informational value ends
(3) Routine surveillance footage or recordings: 30 days after date created
(4) Footage ot rccordings that document muting meetings: 30 days after date created

7 /13/98;1.1s.3.122 NMAC - Rr, 1 NMAC 3.2.90.11.A 122,10/t/20m; A,1/6/2002l
1.15.3.123 NEWSPAPER RELEASES:
A. Program: adminis kative records
B. Maintenance system: entity preference
C. Description: includes news or press releases issued by the agency.



D. Retention: four years after close of 6scal year in which created, then transfet to archives fot
review
p / 13 / 98; 7.75.3.723 NMAC - Rn, 1 NMAC 3.2.90.1 1.A 123, 10 / 1 / 2mol. A, | / 6 / 20021

I.I5.3.I24 PHOTOGRAPHS:
A. Program: administrative records
B. Maintenance system: entity preference
C. Description: photographic proofs and negatives of agency activities. Photographs may indude
identification accotding to time, place, and agency activity.
D. Retention: until no longer needed for reference, then transfer to archives for review

V /13/98;1.15.3.124 NMAC - Rn, 1 NMAC 3.2.90.11.A724,r0/7/2000; A,r/6/20021
1.15.3.125 PROPE RTY FI LES:
A. Ptogtam: administrative records
B. Maintenance system: entity prefetence
C. Description: records ofdeeds and leases to real property owned or used by agency. Information
includes description and location of the property, maps, sale agreements, land acquisition forms,
deeds, lease agreements, and related correspondence.
D. Retention:
(1) Deeds and telated documentation Gropefty control copy): permanent. After property is
sold, disposed of, or relinquished, files may be transfened to archives
(2) Leases and dated documeotation (ptoperty conrol copy): six years after temrination of
lease, then transfer to archives for appraisal and final disposal
(3) Deeds ot leases and related documentation (agency information copy): six years after
termination oflease or six yeas after property is sold, or disposed of or relinquished

? / 13 /98 1.15.3.125 NMAC - Rn, 1 NMAC 3.2.90.17.A 125,10/ 1/20001' A,1/6 /2002)
I.I5.3.125 BUII-DING DRAWINGS, PI-ANS, AND BLUEPRINTS:
A. Program: administrative rccords
B. Maintenance system: entity preference
C. Description: original of photographic reproduction of architectural plans or technical drawings.
Access to documentation ofrestricted or security areas (i.e., corectional facilities, museum and
archival vaults, etc.) shall be limited to authorized personnel only.
D. Retention:
(1) Property control copy: permanent. After no longer needed for reference, files may be
transferred to archiYes
(2) Agency infotmation copy; until no longer needed for reference, then ftansfer to archives for
appraisal and final disposal
p /13/98;1.15.3.126 NMAC - Rn, 1 NMAC 3.2.90.71.A 126,10/1/2000. A,1/6/2002)
1.I5.3.X27 SURVEYS OR MAPS:
.{.- Program: administrative records
B. Maintenance system: entity preference
C. Desctiption: surveys or fivrps developed by an agency to carry out its mission and function.
Information concems roads, property lines, comefi, monulnents, rcad matker placements,
structules, sites, and other related data.
D. Retention: undl no longer needed for reference, then transfer to archives for appraisal and 6nal
disposal

7 / 13/98l- 1.t5.3.t27 NMAC - Rn, t NMAC 3.2.90.77.A 127 ,7o/ 7 /2ooo', A,7 / 6/20021
1.15.3.24 MAINTENANCE SERVICE FILE:
A. Progtam: administmtive records
B. Maintenance system: entity preference



C. Description: records conceming maintenance services conducted for ofEce or department. File
may include work orders, maintenance repons, related documenation, correspondence,
memoranda, servic€ agreements, etc.
D. Retention:
(1) Serice agreements: six years after termination of agreement
(2) All othet tecotds: three years after date oflast entry

I /13/98;1.1s.3.128 NI{AC - Rn, 1 NMAC 3.2.90.11.A 128,10/r/2Un; A,1/6/20021
1.15.3.129 SUPPLIES AND EQUIPMENT FILE:
A. Program: administrative records
B. Maintenance system: entity preference
C. Description: records concerniog supplies and equipment. File may contain accounting rccords,
operating manuals, warranties, inventories, related documentation, correspondence, memoranda, etc.
D. Retention:
(1) Varanties: six years after termination of waranty
(2) Equipment records, including opemting manuals: until disposition of equipment
(3) Supply records: three years after audit report released

7 / 13 /98; 1.15.3.129 NN{,{C - Rrr, 1 NMAC 3.2.90.11.A 129,10 / 1/2N0; A,1/ 6/ 20021
1.15.3.Tt0 SURPLUS PROPERfi FILE:
A. Ptogtam: adminisuative records
B. Maintenance system: entity preference
C. Description: records coflceming surplus property and its disposition. File may contain
inventories, records ofdisposal accounting information, related documentation, corespondence,
memoranda, etc,
D. Retention: one year after disposition of prcperty or three years after all audits are rcleased,
which ever is longer

? /13/98;1.15.3.130 NMAC - Rrr, 1 NIUAC 3.2.90.11.A 130,10/1/2000; A, r/6/20021
1.15.3.131 TELEPHONE BILLINGS FILE:
A- Ptogtam: administrative records
B. Maintenaace sy6tem: entity preference
C. Description: reference copies of montlrly of6ce telephone bills.
D. Retention: until audit report released

V /13/98;1.15.3.131 NN{AC - Rn, I NI{AC 3.2.90.77.A 131,10/1lzTnl A,1/6/20021
I.I5 3.82 TE,II,PHONE LOGS:
A. Ptogtam: administtative records
B. Maintenance system: entity preference
C. Description: listing of telephone calls made by agencv personnel for a particular time period.
Logs may reflect date, time, caller, recipient of call, natute ofbusiness discussed, etc.
D, Retention: three years after close of Escal year in which created

V /13/98;1.15.3.132 NN{AC - Rn, 1 NMAC 3.2.90.11.A 132,10/l/2000; A,1/6/20021
1.15.3.133 VORT ORDERS FILE:
A. Program: administrative records
B. Maintenance system: entity preference
C. Description: work orders submitted to maintenance ofEce or physical plant
D. Retention:
(1) Reference copy (copy maintained by entity requesting work): until work completed
(2) Maintenance office/physicd plant copy: one year after work completed

? /13/98;1.15.3.133 NI\{AC - Rrr, 1 NIUAC 3.2.90.11.A r33,r0/1/2UJO. A,1/6/2002l
1.I5.3.7Y1 CALENDAR OF EYENTS FILE:



A- Ptogram: admioisrative records
B. Maintenance system: entity preference
C. Description: reference copies of agency calendars of events.
D. Retention: until superseded ot obsolete

V / 13 /98;1.15.3.134 NMAC - Rrl, 1 NMAC 3.2.90.11.A 734,10/ 7 / 2OOO; A,1/ 6/20021
1.75.3.1J5 SCHEDULES OF DAILY ACTIVITIES:
A. Ptogram: administrative records
B. Maintenance system: entity preference
C. Description: records used to keep track of work-related events and commitments of agency staff
members. Record includes daily appointment books, calendars, and other records indicating dates
for meeting and work activities
D. Retention: unti.l no longet needed for teference but no longet than one year aftet close of
calendar year in which cteated

l7 /13/98;1.15.3.135 NMAC - Rn, 1 NMAC 3.2.90.77.A r35,10/1/2000 A,1/6/20021
1.15.3.136 IISTS OR DIRECIORIES:
A. Ptogram: administradve records
B, Maintenance system: entity preference
C, Description: includes mailing lists, directories, rosters, and registers compiled by the agency.
D. Retention: until superseded

? / 13 /98; i.15.3.136 NMAC - Rn, 1 NMAC 3.2.90.r7.A 136,70/ 7 /2OOo; A,1/6 /2002)
1.I5.3.1J7 SPEECH FILES:
A. Program: adminisuative records
B. Maintenance system: entity preference
C. Description: transctipt ofspeeches given by agency personnel. Speeches concem program
procedure, work activities, and related concepts.
D. Retention:
(1) Executive levels (including elected and appointed officials): until no longer needed for
reference, then ttansfer to atchives fot appraisal and final disposal
(2) Non-executive levels: until no longer needed for reference
p / 13 /98l.7.15.3.737 NI\.{AC - Rn, 1 NMAC 3.2.90.71.A 137 ,10/ 7 /2U,fi; A,1/6 /20021
1,15.3.138 CONFERENCES OR WORKSHOPS ATTENDED FIT F:
A. Program: administtative records
B, Maintenance system: entity pfeference
C. Description: tecotds ofconfetences or workshops attended by office or departmental
personnel. FiIe may contain agendas, programs, handouts, correspondence, memoranda, related
documentation, etc.
D. Retention: until no longer needed for reference
p /13/98;1.15.3.138 NMAC - Rn, 1 NMAC 3.2.90.77.A r38,10/1/2OOO; A,1/ 6/2002)
7.75.3.139 CONFERENCES OR WORKSHOPS CONDUCTED FILE:
A- Program: administative records
B. Maintenance system: entity preference
C. Descriptioa: recotds of conferences or workshops conducted by office ot departmental
personnel. File may contain agendas, progtams, handouts, reports, training materials, critiques,
questioonaires, correspondence, rnernoran&, related docunentation, erc.
D. Retention: after Eve years, tansfer to archives for appraisal and disposd

V / 13 /98;7.75.3.739 NMAC - Rn, 1 NMAC 3.2.90.1 1.A 739,10/ 7 /2000l. A,1/ 6/20021
1.15.3.140 SIGNATURE AUTHORIZATIONS:
A. Ptogram: adminisuative records



B. Maintenance system: entity preference
C. Description: record authorizing person to sign fiscal documents, personnel documents, etc.

D. Retention: one year after close offiscal year in which created
p /13/98;1.15.3.1,10 NI{.{C - Rn, 1 NMAC 3.2.90.77.A 140,10/7/2000; A,r/6/2002l
1.15.3.141 ALCOHOL AND DRUG ABUSE PROGRAM FILE:
,{" Ptogtam: administrative recotds
B. Maintenance system: entity preference
C. Description: records conceming the administration of the agency's aicohol and drug abuse

Program.
D. Retention: three years after close of fiscal year in which created
p /13/98; r.75.3.741NMAC - Rn, 1 NMAC 3.2.90.77.A 147,10/7/2000; A,1/6/2002l
I.I5.3.142 OVERTIME FILE :

A. Progtam: adminisrative records
B. Maintenance system: entity preference
C. Description: records of overtime by office or department personnel.
D. Retention: one year aftet overtime accn:al date

U /13/98;1.15.3.142 NMAC - Rn, 1 NMAC 3.2.90.11.A142,10/1/2000;A,1,/6/20021
1.15.3.143 AFFIRMATTVE ACTION OR EQUAL EMPLOYMENT OPPORTUNITY
FILE:
A, Ptogram: administrative records
B. Maintenance system: entity preference
C. Description: records conceming agency's affrrmative action/equal opportuoity progmm. File
may include regulations and guidelines, policies, reports, studies, correspondence, and related
records.
D. Retention:
(1) Annual plan: three yean after &te issued, then transfer to archives for appraisal and final
disposal.
(2) Regulations, policies, guidelines, teference materials: until obsolete or superseded, then
transfet to archives for appraisal and final disposal
(3) Grievance or complaint files: one year after date case closed
(4) Compliance reviews: after five years, transfer to archives for appraisal and final disposal
(5) Remaiiing recotds: two years after date created
E. Confidentiality: Section 10-15-1 NMSA 1978.

V /13/98;1.75.3.143 NMAC -Rn, l NMAC 3.2.90.11.A 143,10/1/2000; A,1/ 6 /20021
1.15.3.144 SEARCH COMMITTEE FILE:
A. Ptogtam: administrative records
B. Mfitenance system: entity preference
C. Description: records conceming activities of specially forrned search committees charged with
recruiting new or replacement agency pesonnel. File may indude resumes, applications,
corespondence, related records, memoranda, etc.
D. Retention:
(1) Applications and rccotds fot individuals hired: uansfer to personnel office when individual
accepts position
(2) Applications and tecotds fot individuals not hired: &ansfer to personnel ofEce when
position is filled
(3) Unsolicited applications: transfer to personnel office when teceived

V /13/98;1.15.3.1,+4 NMAC - Rn, 1 NMAC 3.2.90.11.A 144,10/1/2000: A,1/6/20021
1.15.3.14s JOrNT POWERS AGREEMENTS:



A- Ptogram: adrninis ffative recotds
B. Maintenrnce system: entity preference
C, Description: written contacn:al agreement entercd into between two or more public agencies
subject to any constitutional or legislative restrictions imposed upon any of the contracting public
agencies (oint Powers Agreement Act, Section 11-1-1 to Section 11-1-7 NMSA).
D. Retention: 10 years after termination of agreement, then transfer to archives for review and final
disposition

| /13/98;1.1s.3.145 NMAC - Rn, 1 NMAC 3.2.90.77.A145,10/r/2orn; A,1/6/2002; A,
1/6/2oo2l
1.153.146 DISASTER RECOVERY FILE:
,{,- Progmm: administative records
B. Maintenance system: entity preference
C. Description: records conceming the prepamtion of a disaster plan and the organization of
salvage procedues for the agency. Records indude the disaster recovery plan, salvage procedures,
information on training in disaster recovery techniques, etc. A copy of this 6le should be maintained
off-site. In the event of a disaster, all copies of this file shall be retained until any or all investigations
have been concluded.
D. Retention: until superseded by new plan or information

7/13/98;1.15.3.146 NI\.{AC -Rrl 1NMAC 3.2.90.11.A1a6,n/1/20{n;A,1/6/20021
I.153.I47 BUILDING EMERGENCY EVACUATION FILE:
,d Progtam: administrative records
B. Mairtenance system: entity prefereflce
C. Description: recotds conceming the safe and ordedy evacuation ofa building. Records include
evacuation plan, list of designated fue captains or coordination leaders, training information, etc.

D. Retention: until superseded by new plan or information
p /13/98;1.1s.3.147 NMAC - Rrr, 1 NMAC 3.2.90.11 At47,10/7/2o0o; A,1/6/2$2)
1.153,1,a INTERNAL AUDIT FIT N:

A- Program: administrative records
B. Maintenance system: entity prcference
C. Description: internal audits ofagency programs, operations, and of extemal contractors and
gfantees. File may contain audit plan, entrance or exit confetence documentation, procedure
questionnaires, correspondence, memoranda, supporting documentation, and 6nal audit report. This
record series does not include agency's extemal audit report.
D. Retention: five years after dose of fiscal year audited

| /13/98;1.15.3.148 NIIIAC - Rn, 1 NMAC 3.2.90.17.A 148,10/1/2000; A,1/6/2002)
1.15.3.149 FTNDTNG AIDS (rNDE)<ES):
,d Program: administrative records
B. Maintenance system: entity preference
C. Description: indexes, lists, registers, and other finding aids used to provide access to records.
D. Retention: uotil superseded or until related tecords are desuoyed

I/13/98;1.15.3.149 NI,iAC -Rn, 1 NMAC 3.2.90.71.A149,10/r/2Uil;A,1/6/2002l
1.1s.3.150 PROJECT CONTROL FrLE:
,{.- Program: adminisuative tecords
B. Maintenance system: eotity pteference
C. Description: memoranda, reports, and other records documenting assignments, progress, and
completion ofprojects. Record series does not ioclude construction prolect 6les.
D. Retention: one year after close of fiscal yeat in which project completed or canceled

I /13/98;1.15.3.150 NMAC - Rn, 1 NMAC 3.2.90.11.A 150,10/t/2000; A,1/6/2002l



1.15.3.151 FEASIBILITY STUDIES:
,{- Program: adminisftative records
B. Maintenance system: entity preference
C. Descdption: studies requested or conducted prior to the acquisition, installation,
implemenation, or purchase ofnew technologies, equipmenq properties, projects, etc. Studies may
be incorporated into other files (i.e., project 6les).
D. Retention:
(1) Studies requested or conducted by agency: Eve years aftet completion ot cancellation of
study
(2) Courtesy copies teceived by agency: until informational value ends

| /13/98;1.1s.3.151 NMAC - Rn, 1 NMAC 3.2.90.77.A 1s1,10/1/2ooo; A,1/6/zoozl
I.I5.3.I52 CODE OF CONDUCI:
A. Program: administrative records
B. Maintenance system: entity preference
C. Description: prescribed standards which are peculiar and appropriate to the function and
purpose for which the agency or institution was created and exists. "All codes approved by the
govemor shall be filed with the secretary ofstate and shall be open to public inspectiod' (Section
10-16-11 NMSA 1978).
D. Retention:
(1) Agency copy: until superseded by new code
(2) Sectetary of state: permanent
p / 13/98;1.75.3.152 NMAC - Rrr, 1 N[.{,{C 3.2.90.7r.A 152,10/7/2000; A,1/6/2002)
1.15.3.153 - 1.1s.3.200 [RESERVED]
1.15.3.201 INSURANCE POLICY FILE:
A. Ptogram: tisk management records
B. Maintenance system: entity preference
C. Description: records conceming insurance coverage of agency property (b"ildi"S and contents,
equipment, automobiles, etc.).
D. Retention:
(1) Insumnce policy: 10 years after expiration of policy, provided no claims or suits pending.
(2) Claim files: three years after case close

7 /13/98;1.75.3.207 NMAC - Rn, 1 NMAC 3.2.90.77A201,70/7/2Un; A,1/6/2002l
1.15.3.202 GROUP INSURANCE POLICY FILE:
A- Program: dsk maoagement recotds
B. Maintenauce system: entity preference
C. Description: records conceming insurance coverage of agency employees ftrealth, life, accident,
and iong-term disability).
D. Retention:
(1) Group insurance policy: 10 years after expiration of policy, provided no claims or suits pending
(2) Individual employee policy holdetsr records (waivet and enrollment forms applicable to
gtoup insurance in effect): three years after employee terrninated or retired, or three years after
tetmination of effective period
(3) Claim file: until informational value ends
E. Confidentiality: clairn files containing health information are conEdeotial. (14-6-1 NMSA 1978)

fl /13/98;7.75.3.202 NI\trA.C - Rrr, 1 NMAC 3.2.90.11.A 202,70/1,/2Un; A,1/6/2002l
I,I53.203 LIABILITY CERTIFICATES OF COYERAGE FITN:
A. Program: risk management records
B. Maintenance system: entity pre ference



C. Description: records conceming insurance coverage of agency liability.
D. Retention:
(1) Cettificate (policy): 10 years after expiration of policy, provided no claims ot suits pending
(2) Claim files: three years after case closed
E. Confidentiality: claim files containing health information are conEdential. (Section 1,l.6-1
NMSA 1978)

V /13/98;1.75.3.203 NMAC - Rn, 1 NMAC 3.2.90.71.A203,10/l/20ml A,1/6/20021
1.8.3.2M SURETY BOND FILE:
A- Ptogram: risk management records
B. Maintenance system: entity preference
C. Description: records conceming surety bond coverage of agency employees and persons acting
on behalf of or in service to the agency in any ofEcial capacity.
D. Retention:
(1) Certificate (policy): 10 years after expiration of policy, provided no claims or suits pending.
(2) Claim files: three years after case closed

? /13/98;1.15.3.204 NIL\C - Rn, I NI\{AC 3.2.90.11.A204,10/t/2N0; A,t/6/20021
1.153.205 WORKER'S COMPENSATION FII N:
A. Program: risk management records
B. Maintenance system: entity preference
C. Description: records conceroing workers' compensation daims against agency. File may indude
legal opinions and briefs, court docurnents, transcdpts, affidavits, photographs, findings,
recommen&tions, correspondence, related records, etc.
D. Retention:
(1) Policy: 10 years after expiration of policy, provided no claims or suits pending
(2) Clairn files: three yeam aftet case closed
E. Confidentidity: &im 6les containing hedth information are confidential. (1+6-1 NMSA 1978)

V /13/98;7.15.3.205 NI\{AC - Rn, 1 NMAC 3.2.90.11.A205,10/1/2$O;A,1/6/20021
1.15.3.206 TITLE INSURANCE POLICY:
,{- Program: risk management records
B. Maintenance system: entity preference
C. Description: records conceming the insurance coverage oftides of agency owned property.
D. Retention:
(1) Policy: until property sold or disposed o( provided no claims or suis pending
(2) Claim files: three years after case closed
p/13/98;7.15.3.20G NI\{AC -Rn, 1NI\{AC 3.2.90.71.A206,r0/1/2Un.A,l/6/20021
I.I5.3.207 INSURANCE APPRAISAL OR SURYEY FILE:
A. Progtam: risk management records
B. Maintenance system: entity preference
C. Description: records conceming insurance appraisal or surveys.
D. Retention: until informational value ends

V / t3 / 98; 1.15.3.207 NMAC - Rn, 1 NMAC 3.2.90. I 1.A 207, to / | / 2$0; A, 1 / 6 / 20021
1.153.208 MATERIAL SAFETY DATA SHEETS:
A. Program: risk management records
B. Maintenance system: alphabetical by chemical name
C. Description: records conceming safety information on chemical products used by the saff.
Matedal safety data sheet may contain information on chemical ingredients, hazards identification,
fust-aid measues, Ere fighting measures, accidentd releese measures, handling and stomge,



exposure controls or personal protection, agency name or vendor name, physical and chemical
properties, toxcologcal inforrnation, etc.
D. Retention: 30 years after discontinuance of substance pet 29 CFR 1910.1020(d) 0) (ii)@)

[1.15.3.208 NMAC - N, 1/10/2005]
1.1s.3.209 - 1.15.3.299 [RESERVED]
1.15.3.300 ELECTRONIC INFORMATION SECURITYAUDIT FIT FS:
,d Progmm: information technology
B. Maintenance system: chronological by date
C. Desctiption: tecords documenting security audits conducted on electrorric information systems.
Files may include dsk assessment report, business process analysis, 6nal audit report and
determinations, correspondence, etc.
D, Retention: five years from &te of final report
E. Confidentiality: Portions of this record may contain confidential information pursuant, but not
limited to 44 U.S.C. ls++(a)(t)(A).

[1.1s.3.300 NMAC - N, 9 / 24 / 20121

1.15.3.301 DOCUMENTATION TAPE FILE:
,d Program: elecffonic records
B. Maintenance system: entity preference
C. Description: data processing tapes providing documentation for operation systems. Tapes
include data systems specifications, systems test documeoation, file specifi.cations, user guides,
output specifications, reports, and information retrieval daa. Proprieary software is con6dential
(copyright, protection of rights, 17 USC, section 102,106, and 117). System test documentation for
approved systems may be desroyed one year after completion of testing.
D. Retention:
(1) Approved systems: one yeat after discootinuance of system, provided all magnetic data 6les are

authorized for disposal or ftansfeffed to new or altemate system
(2) Disapptoved ptoposed systems: one year after date of final action

V /13/98;1.1s.3.301 NNIAC - Ro, 1 NNf-{C 3.2.90.11.A 301,10/1/2000; A,1/6/20021
L.75.3.302 OPERATIONS SYSTEM BACKUP:
A. Program: electonic records
B. Maintenance system: efltity prefetence
C. Description: operations system backups conain data cooceming agency's fiscal operations and
transactions, legal investigations and proceedings, studies, supply management, personnel and
payroll administration, etc.

D. Retention:
(1) Annual system backup: erase or dispose ofwhen data contained has met its rctention period
provided approval to destroy data has been received from ofEce or department to which data
belongs
(2) Quartedy system backup: after five cycles
(3) Monthly system backup: aftet four cycles
(4) Veekly system backup: after six cycles
(5) Daily system backup: after eight cycles
(6) Incremental system backup: until completion of next full system backup

? / 13/98; 1.15.3.302 NMAC - RIl, 1 NMAC 3.2.90.11.A 302,10 / 1/2OOO; A,7 / 6/2002)
1.15.3.303 [RESERVED]
[i-13-98; 1.15.3.303 NMAC - Rn, 1 NMAC 3.2.90.77.A 3o3, 10/ 7 / 2ooo:. A,7i 6/20o2,Repeabd,
07 /23/20071



[Refer to 1.13.4 NMAC, Records Management Requtements for Electronic Messaging for guidance
on electronic mail.]
1.15.3.304 TEST FILES:
A. Ptogtam: elecftonic records
B. Maintenance system: entity preference
C. Descdption: records conceming test results for upgrades, migratioo or compliance. FiIe may
contain system speciEcations, hardware specifications, computer printouts, notes, correspondence,
e-mail, electronic logs, pre and post test results, bench mark results, operating system versiorl
application version, testiflg pe$onnel name, etc.
D. Retention: two years after system goes into production

[1.1s.3.304 Nr\trA.C -N,7 /22/2N21
1.15.3.305 COMPI.ITER SYSTEM ACCESS REQUEST:
A" Ptogtam: electonic records
B. Maintenance system: entity preference
C. Descdption: hardcopy input document used to request or modi$ a users systems access. Record
may contaio user name, user number, request date, organization or unit identifier code, position tide,
justiEcation, written approval, user social security number, requested login identity, system name,
domain name, group name, restrictions, etc.
D. Retention:
(1) Paper until entered and verified into system
(2) Data: three years after no longer employed with the agency.
E. Confidentiality: portions of record may contain con6dential information per 20 CFR,t01.
[1.15.3.305 Nr\tr{C -N,7 /22/2m.21
1.15.3306 WEBSITE:
A. Program: public relations
B. Architecture: The overall design ofa website, which can encompass hardware and software,
consisting of the how the components are designed, comected to, and operate with one another.
The architectural design also contains information on the development and maintenance of
informational or ransactional websites that may contain documenation on the platform and
asso&ted software necessary to operate and maintain an intemet or intranet presence.
(1) informational website: informational web sites contain information and do not support or
conduct business transactions.
(2) ttansactional website: transactional web sites conain information and possess the abfity to
conduct business transacdons.
C. Description: records and information hosted elecuonically and accessible through the intemet
or intranet. A website may contain information regarding the mission ofan agency or the reason for
the establishment of a web presence. The website may conain replicated information from an
agency such as, names of saff, announcements of meetings, calendar of events, press releases,
annual repons, strategic plans, surveys, images, multimedia, audio, transactional forms or pages (e-
commerce), etc. The website may also contain unique information found only on the website.
D. Retention:
(1) platfotm (software): one yeat after discontinuance of the system.
(2) web content:
(a) unique recotds or inforrnation: see the general or agency program schedule fot retention.
(b) replicated information: until superseded or no longer relevant.
(3) web site skucture:
(a) infomrational web site: one year after site is up&ted or changed.



(b) transactional web site: three years after site is updated or changed. flransactional web sites
contain ot suppott transacdons such as registmtions, purchases, etc.]
E. Nota bene:
(1) the use of contractors or another entity to host an entity's website does not release the entity
from the custodial obligation for the maintenance, preservation, and disposition of the entity's
recotds.
(2) entities may wish to include a satement to the effect that the informatioo provided on the
website is for informational puposes and that the official copy of record(s) can be found at the
entity. See subsection K of 1.15.3.9 NMAC of this rule for further information.
(3) because applicable statutes or laws may vary, entities may wish to consult urith legal counsel for
apptcable citations for websites conducting business tmnsactions or containing confidential
information.

[1.15.3.306 NMAC - N, 1/5/20041
1.15.3.307 - 1.15.3.400 [RESERVEDI
1,15.3.4M T FGAL CASE FILE:
A- Program: legal of6ce records
B. Maintenance system: entity preference
C. Description: records conceming litigation . Records may contain complaints, court order,
motion, pleading, notes, briefs, releases, investigative reports, investigative activity logs, tmnscripts,
closing sheets, correspondence, memoran&, etc. Case files involving real property where the state
has an interest shall be retained for 10 years after case closed or until state no longer has an interest,
whichever is longer.
D. Retention:
(1) Legal casefiles: 10 yeas after case closed
(2) Legal case files involving minots: 10 years aftet case dosed or until any minor involved
attains age 21, whichever is longer
(3) kgal case files involving real property: 10 years after case closed or until state no longer has

an interest, whichever is longer
E. Confidentiality: per Sections 14-2-1 NMSA 1978,32A-1-3.B NMSA 1978,32A-2-32 NMSA
1978,324-38-22 NI{SA 1978,32A-+33 NMSA 1978,32A-5-8 NMSA 1978, and 32A-6-15 NMSA
7978

U /13/98;1.1s.3.407 NI\L{C - Rrr, 1 NMAC 3.2.90.11.A 401,70/7/2000 A,1/6/2002; A,
1/6/2m.21
1.15.3.402 LEGAL BRIEF FILE (BRIEF BANK):
A. Program: legal of6ce records
B. Maintenance system: entity preference
C. Description: contains duplicate copies of legal briefs ftom legal case Ele.
D. Retention: until no longer needed for reference

V /13/98;1.1ss/[.2 NMAC - Rn, 1 NNTAC 3.2.90.11.A 402,70/7/zfiJfl;A,1/6/20021
1.15.3.403 T F-GAL CASE LOG:
,d Program: legal office records
B. Maintenance system: entity preference
C. Description: listing of cases. I-og may be destoyed when information ransfered to or is
awailable on electtonic rnedia.
D. Retention: 10 years after all cases listed are closed

? / 13 /98;7.75.3.403 NMAC - Rn, 1 NMAC 3.2.90.11.A 4O3,70/7 /2ooo; A,1/ 6/20021
I.I5.3.N4 LEGAL CASE INDEX:
A. Program: legal ofEce records



B. Maintenance system: entity preference
C. Description: includes notations on activities related to case indexed.
D. Retention: 10 years after case closed

I /13/98;1.15.3..+04 NMAC - Rn, 1 NMAC 3.2.90.11.A 404,10/1/2000; A,1/6/2002)
1.1s.3.40s LEGAL OPTNTONS AND REQUESTS FOR OPINION FILE:
A. Program: legal office recotds
B. Maintenaace system: entity preference
C. Desctiption: records requesting lega1 of6ce to render or issue an opinion. May contail requesg
opinion, relating documentation, correspondence, memoranda, etc. File indudes attomey general
opinions and requests for opinions.
D. Retention:
(1) Legal office (issuing entity): pemanent
(2) Office or department (requesting entity): until no longer needed for reference

| /13/98;1.15.3.,105 NMAC - Rn, 1 NI\{,{C 3.2.90.11.A 405,10/7/2000; A,1/6/20021
1.1s.3.406 - 1.1s.3.s00 [RESERVED]
1.15.3,501 OFFENSE OR INCIDENT REPORTS:
A, Ptogram: security records
B. Maintenance system: entity preference
C. Description: shows offendet's name, offender information, date and time and locatioo of
occurrence, information on incident, reporting wimess name, name of investigating officer,
narrative, etc. Includes bomb thteat repotts. Includes reports conceming victims of alleged criminal
offenses occurdng on agency property.
D. Retention: 6ve years after date ofoccurence
V /13/98l.1.15.3.501 NI\IAC - Rn, 1 NMAC 3.2.90.11.A501,10/1/2ooo;A,1/6/2002]
1.15.3.502 DISPATCH RECORDS:
A. Ptogtam: security recotds
B. Maintenance system: entity preference
C. Description: records conceming the dispatch of agency security. Record may show offense or
incident repors, complainant's name, place of occurence, address, date and time complaint
received, dispatcher's name, name of of6cer dispatched, etc.
D. Retention: 18 months ftom date of call

V /13/98;1.15.3.502 NItrA.C - Rn, 1 NMAC 3.2.90.11 A502,70/1/2000.A,1/6/20021
1.15.3.503 RADIO LOGS:
A. Program: security records.
B. Maintenance system: entity preference
C. Description: shows unit number, time and date of ca[ location of ca]I, nature of call, etc.
D. Retention: one year after date created

V / 13/98;1.15.3.503 NMAC - Rn, 1 NI\{AC 3.2.90.11.A 503,10 /7 /2000; A,'\ / 6/20021
1.15.3.504 BUIIDING ENTRANCE LOG:
A. Ptogram: security records
B. Maintenance system: entity preference
C. Descdption: shows agency name, building, employee identiEcation, time in, time out, time alarm
feset, etc.
D. Retention: one year after date cteated

V / 13/98;1.15.3.504 NI,L{C - Rn, 1 NI\tr{C 3.2.90.71.A 5o4,10/1/2ooo; A,1/ 6/ 20021
1.15.3.505 SECURITY GATE LOG:
,d Program: security records
B. Maintenance system: entity preference



C. Description: record documenting the vehides entering and leaving monitored or secuted area.

Shows date, vehide identiEcatiorq driver identification, time in, time out, etc.
D. Retention: one year after date created

V /13/98;1.15.3.505 NMAC - Rn, 1 NMAC 3.2.90.11.A 505, 10/1/2000; A,t/6/2002l
1.15.3.506 AIr{RM DATA RECORDS:
A. Program: security recotds
B. Maintenance system: entity preference
C. Description: shows date and time of alarrn, alarrn number, etc.

D. Retention: one year after &te created

| /13/98;1.1s.3.s06 NMAC - Rn, 1 NMAC 3.2.90.77A 506,10/7/2000; A,1/6/2002l
1.153.507 PARKING ASSIGNMENTS FILE:
A- Ptogtam: security records
B. Maintenance system: entity preference
C. Description: records conceming staff parking assignments.

D. Retention: until superseded or obsolete

V /13/98;1.15.3.507 NMAC - Rn, 1 NI\{AC 3.2.90.11.A 507,10/1/2ooo; A,1/6/2002l
1.153.508 PARKING SERVICES CASHIER'S RECEIPT:
,d Ptogram: secutity records
B. Maiotenance system: entity preference
C. Description: copy of receipt issued for monies received for parking on agency property
D. Retention: three years after dose of Esql year in which created
p / 13 / 98; 1.1 s.3.s08 NN{AC - Rrr, 1 NMAC 3.2.90.11. A 508, 10 / 1 / 2UJ[; A, 1 / 6 / 2oo2)
1.153.509 VEHICLE ACCIDENT REPORT FII E:
,{. Ptogam: security records
B. Maintenance system: entity pre ference
C. Desctiption: records conceming each vehide accident reported or1 agency property. File may
include medical records, offense or incident reports, af6davits, photographs, diagrams, related
documentation, correspondence, memoran&, etc.

D. Retention:
(1) Fatal accidents: 25 years after date of accident
(2) Non-fatal accidents: 10 yeats aftet date of accident
E. Confidentiality: (Sections 66-7 -273,66-7 -215 and 1+6-1 NMSA 1978)

V /13/98;1.15.3.509 NMAC - B.n, 1 NMAC 3.2.90.11.A 509,10/1/2000; A,l/6/2oo2l
1.15.3.510 WRECKp R LOG:
,d Program: security recotds
B. Maintenance system: entity preference
C. Description: record of vehicles towed away. Record may show date and time, name of wrecking
compeny, operator, make ofvehicle, license number, owner, location, reason for towing vehicle, etc.

D. Retention: one year after close of 6scal year io which created

I /13/98;1.1s.3.s10 NI\{-{C - Rrt, 1 NMAC 3.2.90.17.A 510,10/7/zUJo. A, t /6/2002)
1.15.3.511 VISITOR CONTROL FILE:
A. Ptogtam: security records
B. Maintenance system: entity preference
C. Descdptioa: registers or logs used to record narnes of outside contractors, service personnel,
visitors, employees admitted to areas.

D. Retention: one year after date created

V/13/98;1.15.3.s11 NI\{AC -Rn, I NMAC 3.2.90.11.A 51l, tO/1/2Un; A,l/ 6/2002)
1.15.3.512 KEY ACCOUNTABILITY RECORDS:



A Program: security records
B. Maintenance system: entity preference
C. Description: records relating to accounability for keys issued.
D. Retention:
(1) For security areas: three years after keys tumed in
(2) AII other ateas: six months after keys turned in
I /13/98;1.15.3.512 NMAC - Rn, 1 NMAC 3.2.90.11.A sr2,10/1/2000; A,1/6/20021
1.1s.3.s13 - 1.153.600 [RESERVED]
1.15.3.601 ACCESSION RECORDS:
A. Program: libary records
B. Maintenance system: entity preference
C. Description: tecords conceming the acquisition of library monographs, films, photographs,
collections, etc. Record may show accession number, author, tide, publisher, date of publication,
cost of acquisition, etc.
D. Retention: pernanent
p /13/98;1.1s.3.601 NMAC - Rrr, 1 NMAC 3.2.90.17.A 607,10/1/2000; A,1/6/20021
1.15.3.602 CATALOG OF HOLDINGS:
A. Ptogram: library recotds
B. Maintenance system: entity preference
C. Description: record of library holdings in manuscript, printed catalog, or continuously updated
catalog forms.
D. Retention: until superseded

fl/13/98;1.15.3.602 NMAC -Rn, 1NMAC 3.2.90.11.A602,70/7/2OOO;A,1/6/20021
1.15.3.603 BORROVER FILE:
A. Program: library records
B. Maintenance system: entity pteference
C. Description: records that authorize pattons to borrow library materials (includes intedibrary
loans). May show borower name, borrower number, expiration date, etc.
D. Retention: until obsolete
E. Confidentiality: Section 18-9-4 NMSA 1978

U /13/98;1.15.3.603 NMAC - Rn, 1 NMAC 3.2.90.77.A 603,70/1/2000-A,1/6/20021
1.15.3.604 BORROWING OR LOANING RECORDS:
A. Ptogram: library records
B. Maintenance system: entity preference
C. Desctiption: records conceming the borowing or loaoing of library materials (includes
intedibrary materials).
D. Retention: until all borrowing or loaning transactions completed
E. Confidentiality: Section 18-9-4 NMSA 1978

I / 13/98;1.15.3.604 NNL{C - R!, 1 NL{AC 3.2.9o.17.A 604,10/ 1/2ooO; A,1/ 6/20021
1.15.3.605 PATRONIS REGISTRATION FOR USE OF SPECIAL LIBRARY
MATERIALS:
A- Ptogram: library records
B. Maintenance system: entity preference
C. Description: records cooceming the use of rate, valuable, or other restricted library materials,
Records may show patron mmq patron address, patron s&nature, etc.
D. Retention: five years after date materials used.
E. Confidentiality: Section 18-9-4 NMSA 1978

V / 13/98; 1.75.3.605 NMAC - Rn, 1 NMAC 3.2.90.11.A 605, 10/ 1/2OOO; A,1/ 6/2002l



1.15.3.606 SELECTION RECORI'S:
A. Ptogtam: library records
B. Maintenance system: entity preference
C. Description: records documenting the selection ofbooks and other library materials
(monographs, periodicals, films, etc.).
D. Retention: one yeat after date created

? / 13 / 9 8; 1.1 5.3.606 NMAC - Rn, 1 NMAC 3.2.90.7 1.A 606, 1O / 7 / 2OOO; A, 1 / 6 / 2002)
I.75.3.607 CENSORSHIP OR COMPI.AINT FIT FS:
,4.- Program: library records
B. Maintenance system: eotity preference
C. Description: records conceming library material censotship and complaints. Fiie may include
evaluations by staff, patron's complains, final decision documentation, etc.
D. Retention: 6ve yean after date oflast entry

V /13/98;1.15.3.607 NMAC - Rn, 1 NMAC 3.2.90.77.A607,10/1/20001' A,1/6/20021
1.15.3.608 GIFT DONORS FIT-F':
A. Program: library records
B. Maintenance system: entity preference
C. Description: records conceming the donation of publications and manuscripts to the library.
Comply with applicable provisions of legal agreement regarding con6dentiality of records
concerning each gift.
D. Retention: 6ve years after date created

7 /13/98:1.15.3.608 NMAC - Rn, 1 NMAC 3.2.90.11.A 608,10/7/2000; A,1/6/2002l
1.15.3.609 REQUESTS FOR REPRODUCTION OF COPYRIGHTED WORKS:
A Ptogram: library records
B. Maintenance system: entity prefetence
C. Description: records conceming tequests for copyrighted materials. Records may cootain files or
logs, records ofrequests made fot copies or phonorecords of copyrighted materials, records of the
fr:lfillment of such requests, etc. (includes intedibrary loans).
D. Retention: three yeam after the calendar year in which created per United States Copyright
Of6ce Circular 21, p. 19

E. Confidentiality: Section 18-9-4 NMSA 1978

[1.15.3.609 NMAC - N, 1 / 6 / 2002]
1.15.3.610 - 1.15.3.69 [RESERVED]
1.1s.3.700 IRESERVED]
? /'t3 /98l.1.15.3.700 NMAC - Rrr, 1 NMAC 3.2.90.'11.A 700.7,70/ 1/2000; Repealed, 1 /6/ 20021
1.15.3.701 RECORDS RETENTION AND DISPOSITION SCHEDULE:
A. Program: records management records
B. Maintenance system: eotity preference
C. Description: schedules shows tecord name, frling systern, record frequency, description,
retention, confidelti,lity, and rule 6ling date.
D. Retention: until superseded by new schedule

1.1s.3.702 STORAGE TTCKET (SRC-l):
A. Progtam: tecotds management records
B. Maintenance system: entity preference
C. Description: shows agency code, shipment box number, shipment date, agency, authorizing
signature and tide, records description, inclusive date, schedule item number, destruction date,
location, analyst signature, etc.



D. Retention: thtee years after close of calendar year in which records destoyed
V /13/98;1.1s.3.702 NMAC - Rn, 1 NMAC 3.2.90.11.A702,10/1/2000; A,1/6/2002l
1.15.3.703 REQUEST FOR PICK-UP AND DESTRUCTTON (SRC-2):
A- Program: records management tecords
B. Maintenance systeD: entity preference
C, Description: approval request for destruction of agency records. Shows agency name and
location, date, record description, inclusive dates, quantity ofboxes or saclG to be destroyed,
schedule item number, authorizing signarures, etc.
D. Retention: three years after close of calen&r year in which records destroyed
p /13/98;1.15.3.703 NI\IAC - Rn, I NMAC 3.2.90.11 A703,10/7/2000;A,1/6/2m21
1.153.704 VITHDRAWAL TICKET (SRGs):
,d Program: records management records
B. Maintenance system: entity preference
C. Description: record of withdrawals of documents from boxes held in stomge with state records
center. Shows record description, shipment box number, location, approximate date of retum
requested by and date, received by and date, retum date, etc.
D. Retention:
(1) Temporary withdrawa[ three yean close of calendar year in which records retumed
(2) Permanent with&awat three years close of calendar year io which records withdrawn

V /13/98;1.15.3.704 NI\{AC - Rn, I NMAC 3.2.90.11.4 7Oa,70/1/2UJ0; A,1/6/20021
1.1s3.705 CORRECTIONAL INDUSTRTES MTCROFTLM SERVICES JOB
SPECTFTCATTON (SRC-73):
A. Program: records management records
B. Maintenance system: entity preference
C. Description: shows agency or division, ad&ess, SRC control number, agency billing code.
D, Retention: three years after close of fiscal year in which created

I /13/98;1.15.3.70s NI,IAC - Rn, 1 NMAC 3.2.90.11.A7o5,10/1/z0ff; A,1/6/2002l
1.1s3.706 MTCROFTLMJOB TICKET (SRC 23):
A. Ptogtam: records management records
B. Maintenance system: entity preference
C. Description: shows recotds sent fot micto6lming by agency, record description, received by,
delivered to, etc.
D. Retention: one year after close of 6scal year in which created

V /13/98;1.15.3.706 NN,L{C - Rn, 1 NMAC 3.2.90.11.A 706,to/7/2000; A,t/6/20021
7.1s.3.707 MICROFTLM INSPECTION SHEETS (SRC 23):
,{- Ptogtam: records management tecords
B. Maintenance system: entity preference
C. Description: record shows report date, agency name, roll number, inspection date, deosity,
resolution, remarks or comments, inspector signatur€, etc.
D. Retention: one year after inspection date

V /13/98;1.15.3.707 NMAC - Rn, 1 NMAC 3.2.90.11.A707,10/1/2C[[; A,1/6/2002l
1.15.3.708 CUSTODIAN OF RECORD FILE:
A. Ptogtam: recotds management records
B. Maintenance system: entity preference
C. Description: records documenting the inspection of public records. File may include procedures,
custodian of record appointment, requests to review or copy documents, copies of denial to review
or copy documents, copies of memoranda extending time to respond to request, copies of



N.M. Admin. Code $ 1.15.3

For Personnel Records

.15.7.101 PERSONNEL FOLDERS:
A. Progtam: personnel files
B. Maintenance system: alphabetical by employee
C. Description: can include but are not limited to personnel action requests. Salary ad)ustrnent
notices. Emplovee payroll information sheets, petfotmance evaluations, correspondence (includes
disciplinary actions, commendations, recommendation, etc.). General (includes applications, job
descriptions, test grades, certiEcates, tesumes, transctipts, disclaimers, etc)
D. Retention:
(1) other department copies: three years after employee terminated or retired
(2) personnel department copy: 55 years after employee terminated or retires

? / 30 /97;1.15.7.101 NI\L{C - Rrr, 1 NMAC 3.2.90.31.P 101, 10/07 /2}o0l
7.15.7.702 REJECTED APPLICATIONS:

memoranda stating that agency is not responsible for maintaining record requested and is
forwarding request to appropriate agency, etc-
D. Retention:
(1) Ptocedwes atrd custodian of rccotd appointment until superseded
(2) Recotds oftequests filled: until request Elled
(3) Records ofrequests denied: one year after date denied
p /13/98 1.15.3.708 NMAC - Rn, 1 NMAC 3.2.90.77.A708,10/1/2ooo; A,1/6/20021
1.15.3.709 METIITLENE BLUE TEST FORMS:
A- Ptogram: tecords management records
B. Maintenance system: chrooological by month and date
C. Description: tecords conceming the verification that the microfilm media meet the sandards for
1.14.2 NMAC. Form may contain agency or vendor name, address, conact person, telephone
number, test readings, test dates, agencies or of6ces processed for, inclusive microElm mll numbers,
record series name and NMAC section number, address of New Meico records center and
archives, corespondence, etc.
D. Retention: until tetention ofthe odginal records has been met or until microfilm is regenerated
per Subsection F of 1.14.2.10 NMAC
[1.1s.3.709 NMAC - N, 1/10/200sl
flhe test documents the amount of residual thiosulfate existing in master microfiIm produced by or
for agencies.]
1.1s.3.710 - 1.1s.3.800 [RESERVED]
1.15.3.801 INFORMATION TECHNOLOGY SERYICE REQUESTS:
,d Program: information technology
B. Maintenance system: chronological by &te
C. Descdption: records documenting requests for technical service assistance. Files may include
service request forrn, response to tequest, information on the use of computer equipment for
program delivery, security authorization form, etc.
D. Retention: three years after date request completed

[1.15.3.801 NMAC - N, 72/19/20171



,d Progtam: personnel files
B. Maintenance system: [RESERVED]
C. Des cription: [RESERVED]
D. Retention: three years after rejected

V /30/97:1.15.7.102 NMAC - Rrr, 1 NMAC 3.2.90.31.P 1o2,ro/01/2o0ol
1.15.7.103 BACKGROI.]ND INVESTIGATION RECORD:
,d Program: personnel Eles

B. Maintenance system: [RESERVED]
C. Description: czo indude but are not limited to application, authorizatiorl investigation, final
fePort, etc
D. Retention:
(1) hired employees: three yeats after employee terrninated or rehired
(2) individual not hired: three years after investigation

P /30/97;1.1s.7.103 NMAC - Rn, 1 NMAC 3.2.90.31.P 103,10/ot/20001
1.15.7.104 PERSONNEL EYALUATIONS:
A- Ptogram: personnel 6les
B. Maintenance system: [BJ,SER\rED]
C. Description: IRESER\ED]
D. Retention: three years afier issued

V /30/97 1.15.7.104 NMAC - Rn, 1 NI\{AC 3.2.90.37.P 104,10/01/2000)
1.15.7.105 LEAVE RECORDS:
A- Prognm: personnel files
B. Maintenance system: [RESER\IED]
C. Description: can include but are not lirrited to application for leave, leave balance sheets, etc.
D. Retention: until audit teport released for year in which records created

V /30/97;1.15.7.105 NI\,{AC - Rn, 1 NMAC 3.2.90.31.P 105, 10/01/20001
1.8.7.106 RETIREMENT RECORDS:
A. Program: personnel files
B. Maintenance system: [RESER\rED]
C. Description: can include but are not limited to application, certiEcation, changes, refunds,
financial ledger, corespondence, etc.
D. Retention:
(1) personnel department copy: three years after employee tetrninated or rchted
(2) retirement association ot board copy:
(a) inactive employees: 70 years after employee's date of birth
(b) deceased retirees: six years after deceased

| /30/97;1.15.7.106 NMAC - Rn, 1 NMAC 3.2.90.37.P 706,10/01/2OOOI
1.15.7.I07 INSURANCE RECORDS:
.d Program: petsonnel files
B. Maintenance system: [RESER\rED]
C. Description: deduction authorizadon, tequest for change, waiver and copies of claims,
corespondence, etc
D. Retention:
(1) deductioa authorization, tequest for chaoge, waiver three yeats after employee terrninated
or retired or three years after terrnination of agreement
(2) copies of clairns, correspondence, etc.: until purpose is served

V / 30/97:-7.75.7.7o7 NMAC - Rn, 1 NMAC 3.2.9o.31.P 7o7,7o/o7/2oool
1.15.7.108 MISCELI.ANEOUS DEDUCTION RECORDS:



*{.- Program: personnel 6les

B. Mainteoance system: [RESERVED]
C. Description: can include but are not limited to records relative to credit uoioo, savings bonds,
prepaid legal services, united way, gamishment, etc.
D. Retention: three years after final deduction

V /30/971'1.15.7.108 NMAC - Rn, 1 NMAC 3.2.90.31.P 108, 10/01/20001
1.1s.7.1{)9 REQUEST FOR CERTIFTCATE OF ELIGIBLES:
,{- Ptogram: personnel Eles

B. Maintenance system: [RESERVED]
C. Description: shows department name, proposed hire date, tide position, name of interviewer,
kind of certificate, number ofvacancies, authorization signatures, etc
D. Retention: three years after issued

U /30/97l.7.75.7.109 NMAC - Rn, 1 NMAC 3.2.90.37.P 709,10/01/2oo}l
1.15,7.II0 CERTIFICATE OF ELIGIBLES:
A Progtam: personnel 6les
B. Maintenance system: lists applicants in ordet of score
C. Description: shows name and address, social security numbet, veteran's preference and
residence points, phone number(s), department cornment codes
D. Retention: three years after issued

V /30/97;1.1s.7.110 NMAC - Rn, 1 NMAC 3.2.90.37.P 110,10/01/20001
1.15.7,111 PROMOTIONAL AND TRANSFER OPPORTT]NITY NOTICES
(TNTERNAL):
A Ptogtam: petsonnel files
B. Maintenance system: [RESER\rED]
C. Description: can show position tide, range, salary, location, supervisor, qualifications, deadline,
etc,
D. Retention: three years after issued
p /30/97;1.75.7.717 NN{AC - Rn, 1 NMAC 3.2.90.31.P 117,10/01/20001
1.15.7 .IX2 E][,{PLOYEE NUMBER LOGS:
A Ptogtam: personnel fiIes
B. Maintenance system: [RESER\IED]
C. Descdption: can show number, name, date hired, etc.
D. Retention: until purpose is served

? /30/97;7.15.7.772 NMAC - Rn, 1 NMAC 3.2.90.3r.P 112,10/01/2OCf]
1.15.7.113 EMPLOYEE LTSTTNG (PERSONNEL ROSTER):
A- Program: personnel files
B. Maiatenance system: [RESER\rED]
C. Description: can list name, number, position, location, hire date, salary, etc.
D. Retention:
(1) othet department until new listing is issued
(2) personnel depaltment:
(a) bi-weekly: until new listing is issued
(b) quartedy: 6ve years after issued

7 / 30/97;1,15.7.113 NMAC - Rn, 1 NMAC 3.2.90.37.P 713,10/01 /2Tnl
1.15.7.114 CONTROL LOGS:
A. Program: personnel files
B. Maintenance system: [RESER\IED]



C. Desctiption: include logs for controlling each step of pemonnel actions hom initiation through
completion of action
D. Retention: until all actions are completed

| /30/97;1.15.7.114 NMAC - Rn, 1 NMAC 3.2.90.31.P 114,10/01/20[0)
1.15.7.115 ACTION REMINDER LISTING, MONTHLY PRINTOUT:
,{- Progtam: personnel 6les
B. Maintenance system: [RESER\IED]
C. Description: shows personnel actions due to occur during the upcoming month
D. Retention: until new listing is issued

| / 30 / 97 ; 1.75.7 .11 5 NMAC - Rn, 1 NMAC 3.2.90.37.P 1 1 5, 10 / 01 / 2000)
1.15.7.116 JOB SPECIFICATION:
A- Progtam: personnel 6les
B. Maintenance system: [RESER\rED]
C. Description: shovr job tide, de6nition, supervision and guidelines, examples of work
performed, distinguishing chatacteristics, minimum qualifications, wotking conditions
D. Retention:
(1) othet depattment once new specification is issued

(2) personnel department 10 years after iob specification is replaced

V /30/97;1.15.7.776 NMAC - Rn, 1 NI{AC 3.2.90.31.P 116,10/01/20m1
1.15.7.117 JOB DESCRIPTION QUESTIONNNRE:
,d Ptogtao: personnel Eles

B. Maintenance system: [RESER\rED]
C. Descdption: shows departrnent, position, number, curent and proposed classiEcation, name of
incumbent and supervisot, penonnel departrnent signature, description ofwork performed, etc.

D. Retention:
(1) other departmen! until nev listing is issued

(2) personnel department: 10 years after replaced

|/30/97;1.7s.7.717 NI\L{C -Rn, 1 NMAC 3.2.90.37.P t17,10/01/20001
1.15.7.118 TABLE OF ORGANIZATIONAL LISTING CTOOLiS) MONTHLY
PRINIOUT:
,d Program: personnel 6les

B. Maintenance system: [RESER\rED]
C. Description: shows index of organizationa.l units
D. Retention:
(1) other department: until new listing is issued

(2) personnel departmenc
(a) month$: until new listing is issued
(b) quarte y: permanent

| /30/97;1.15.7.118 NMAC - Ro, 1 NMAC 3.2.90.3r.P trL,1o/or/2oml
1.15.7.119 CLASSIFICATION STUDY FII,ES:
A- Program: personnel 6les

B. Maintenance system: [RESER\rED]
C. Description: special studies for proposed &ssi6cations; can include but are not limited to iob
description, task statemeots, methodolog;r, description of snrdy, salary surveys, relative
correspondence, etc.
D. Retention:
(1) other departnent: three years after created
(2) personnel department: 10 years aftet study is superseded



V /30/97;1.75.7.119 NMAC - Ro, 1 NMAC 3.2.90.31.P 119,10/01/2OOOI
7.15.7.Dn EMPLOYEE ELIGIBTLTTY VERIFICATTON, (FORM I-9) FrLES:
,4u Ptogram: personrrel files
B. Maintenance system: chronological by year, then numerical by identification number
C, Description: records documenting the employer's determination, vedfication and re-verification
of eligibility tlat an employee is authorized to work in the United States. Ftle mzy ndwdeforn I-9
(i.e., employee name , ad&ess, date of birth, social security number, attestation of citizenship, etc.),
copy of social secutity card, copy of employment authorization with photo, copy of drivet's license,
copy of birth certificate, copy of U.S. citizenship identification card, etc.
D. Retention: three yeats ftom date of hi:e ot ooe year from &te of separation of employment,
whichever is later (8 CFR 274A.2)
E. Confidentiality: Portions of this record may be confidential pursuaflr, but not limited to, 5 USC,
Section 552a (i.e., social security number).

V /30/97;1.15.7.120 NN{AC - Rn, 1 NI\{AC 3.2.90.37.P 120,10/01/2000; A,12/31/20121
1.15.7.L111 POSITION CI-IANGE REQUEST:
,{- Program: personnel files
B. Maintenance system: [RESERVED]
C. Description: shows type and identiEcation ofproposed change, departrnent identification,
approved or disapproved signatwe of personnel office and finance department
D. Retention:
(1) apptoved request:
(a) finance department copy: five years after dose of fiscal year in which created
(b) key punch copy: until key punched and verified
(c) othet department: three years after issued
(d) personnel office: see item 1.15.7.117 NMAC
(2) disapproved request:
(a) other depatment: three years after issued
(b) second copy (if disapproved by personnel office: thtee years after issued
(c) thitd (canary) persoonel office copy: until action is completed

V / 30 / 97 ; 7.1 5.7 .721 NMAC - Rn, 1 NMAC 3.2.90.37.P 121, 70 / 07 / 2oool
1.15.7.122 LIST OF APPROVED Cr-ASS SPECTFTCATIONS (Cr-ASSTFICATTON AND
COMPENSATION Pr-AN):
,{- Program: personnel files
B. Maintenance system: fR-E SER\rED]
C. Description: shows specification number, range, abbreviated title, fi:ll title
D. Retention:
(1) othet departmenc until new list is issued
(2) personnel office: 10 years after replaced

7 /30/97;1.1s.7.122 NMAC - Rn, 1 NNtrA.C 3.2.90.37.P 722,10/01/20ool
1.15.7.12t NOTICE OF CHANGE OF CLASS SPECIFICATION:
A. Progtam: personnel Eles

B. Maintenance system: [RESER\rED]
C. Description: shows manifest number, effective date, present class title and specification number,
nature of actioo, etc-
D. Retention:
(1) othet department: until new list is issued
(2) personnel office: 10 years after replaced

V/30/97;1.75.7.723 NI\trAC - Rn, 1 NI,{AC 3.2.90.31..P 121,10/07/2OOOI



1.15.7.1JI4 PERSONNEL OFFICE MEMORANDUMS:
A. Program: personnel 6les
B. Maintenance systemr [RESER\rED]
C. Description: [RESERVED]
D. Retention:
(1) other department until rescinded
(2) personnel office: pennanent

V /30/97;1.15.7.124 NN{AC - Rn, 1 NMAC 3.2.90.37.P 724,10/07/zOC0)
I.I5.?.P5 EQUAL EMPLOYMENT OPPORTI.'NITY AFFIRMATIVE ACTION PI.ANS,
ANNUAL:
A- Program: personnel Eles

B. Maintenance system: [RESERVED]
C. Description: required aonual by state and federal law, these are department assessments of
intemal employment practices with speciEc policies and procedures designed to eliminate the effects
of institutional discrimination.
D. Retention: three years after issued

V /3o/97t1.15.7125 NMAC - Ro, 1 NN{AC 3.2.90.31.P 125,10/07/2oool
1.15.7.126 AGENCY EEO STATISTICS, ANNUAL PRINTOUTS:
,d Program: personnel files
B. Maintenance system: [RESER\rED]
C. Description: rcports provided by the personnel office (or department genemted) for use in
preparing affirmative action plans. They include but are not limited to minority actions report,
minority groups report, EEO profile of employee job categories.
D. Retention:
(1) other department: until affirmative action plan (item no. 7.15.7.125) has been issued
(2) perconnel office: pennanent

V /30/97;1.15.7.126 NI\{AC - Rn, 1 NMAC 3.2.90.31.P 126,10/07/2U$l
I.Ii.1.XN GRIEVANCE AND COMPLAINT FIT NS:

A. Program: personnel files
B. Maintenance system: [RESER\IED]
C. Description: can contain but are not limited to complaint and grievance, correspondence,
summary of headng, exhibis, committee, decisions, transcripts, resolutions, depositions, etc.
D. Retention: one year after closed

V /30/97;1.15.7.127 NN{,{C - Rn, 1 NI\{AC 3.2.90.31.P 127,10/01/2Un)
I.I5.7.T18 EDUCATION AND TRAINING FIT N-S:

,d Ptogram: personnel 6les
B. Maintenance system: [RESER\IED]
C. Description: can contain but are not limited to material relative to education of taining, test
booklets, answer sheets, lists of anending employees, course brochures, synopsis, copies of
contracts, relative correspondence, etc.
D. Retention: three years after course conducted
p /30/97;1.15.7.128 NMAC - Rn, 1 NMAC 3.2.90.37.P 128,10/01/2cfnl

N.M. Adrnin. Code $ 1.15.7



For Financial Records

1.15.s.9 - 100 [RESERVED]
1.15.5.101 BI,]DGET WORK PAPERS:
A- Program: budget records
B, Maintenance system: [RESER\rED]
C. Description: work papers used in preparing the appropriations request aod operating budget
D. Retentioo: three years after dose of 6scal year in which created

18/29/9a;1/10/97:Rn,1 NMAC 3.2.90.27.r0.F 101,7 /13/98;1.15.5.101 NMAC - Rn, 1 NMAC
3.2.90.21.F 107, 1o / 7 / 2OC01

1.15.5.102 BUDGET APPROPRIATIONS REQUEST:
A- Ptogtam: budget records
B. Maintenance system: [RESERVED]
C. Description: Ena.l draft ofproposed budget
D. Retention: tbree years after close of fiscal year in which created

18/29/9a;l/10/97 P.n,1 NMAC 3.2.90.27.10.F 102,7 /13/98;1.15.5.102 NMAC - Rn, 1 NMAC
3.2.90.21.F 102, 10 / 1 / 2OCfl
1.15.5.103 OPERATING BUDGET:
A, Program: budget records
B. Maintenance system: [RESER\rED]
C. Description: printed copy of annual budget showing ptoiected receipts and expenditures.
D. Retention: three years after close of 6scal year in which created

18/29 /9a;1/10/97;P,t,1 NMAC 3.2.90.27.10.F 703,7 /13/98;1.15.s.103 NMAC - Rn, 1 NMAC
3.2.90.21.F 103, 10 / 1 / 21C0l
1.15.5.104 BUDGET ADJUSTMENT REQUESTS:
A. Program: budget records
B. Maintenance system: [RESER\IED]
C. Description: standard form fot the revision of an approved operating budget detailing money
amounts by line item with explaoation and justification.
D. Retention: tlree years aftet close of Escal year in which created

[8/29 /9a; | /lo/g7l.P.n,1 NMAC 3.2.90.27.10.F 104,7 / 73/98;1.15.5.104 NI\{AC - Rn, 1 NI\'LA.C

3.2.90.21.F 10 4, 1O / 1 / 2ffnl
1.15.5.105 BUDGET STATUS REPORT, MONTHLY:
,d Ptogtam: budget records
B. Maintenance system: [RESERVED]
C. Description: repon genemted by finance departrnent listing approved budget by category and

line item. Information includes budget adjustrnents, amouots expended, encumbrances outstanding,
unencumbered balance, etc.
D. Reteation: three years after close of Escal year in which created

18/29 /9a;7 /10/97.Rn,1 NMAC 3.2.90.27.7o.F 105,7 / 73/98;1.15.5.105 NMAC - Rn, 1 NMAC
3.2.90.21.F 105, tO / 1 / 20C0l
1.1s.s.106 - 200 [RESERVED]
1.15.5.201 ASSESSMENTS:
,{- Progtam: revenue recotds
B. Maintenance system: [RESERVED]



C. Description: records conceming the various levies imposed by statute to fund agency

operations. This is a minimun letention required subiect to loflger periods listed specifically in
individual retention schedules (i.e., municipality schedule, county assessor schedule, etc.).
D. Retention: three years aftet dose of 6scal yeat in which assessment is paid

18/29 /9a; l/ lO/97l.Rt,1 NMAC 3.2.90.21.20.F 201,7 / t3/98;7.15.5.207 NMAC - Rn, l NMAC
3.2.90.21.F 207, 10 / 1 / 2ffnl
1.15.5.202 TNVOTCES (AGENCY) :

A Program: revenue tecords
B. Maintenance system: [RESER\aED]
C, Description: copies of invoices used by various ofEces/depatments supplying goods and/or
services. Information includes vendor name and addtess, date of purchase, purchase otder number,
invoice number, items or services purchased, amouots, total, etc. Copies of departrnent invoices may
be filed in payment invoice Ele, 1.15.5.204.
D. Retention:
(1) Finance department copy: six years after close of Escal year in which created
(2) Other department copy: t}ree years after close of 6scal year in which cteated

[8/ 29 /9a; 1/10 /97;Rn,1 NMAC 3.2.90.21.20.F 202,7 /13 /98; 7.75.5.202 NMAC - Rrl, 1 NMAC
3.2.90.21.F 202, 10 / 1 / z}00l
1.15.5.203 RECEIPTS:
A. Program: revenue records
B. Maintenance system: [RESER\rED]
C. Description: departrnent documents that record the receipt ofany form of payment to the
govemment entity.
D. Retention: tlrree years after close of 6scal year in which created

[8/29 /9a;1/10/97;.Rt,1 NI\{AC 3.2.90.27.20.F 203,7 / 73 /98;'1.15.5.203 NMAC - Rn, 1 NMAC
3.2.90.21.F 203, t0 / 1 / zry$l
1.15.5.204 PAYMENT INVOICE FILES:
A Ptogram: revenue tecotds
B. Maintenance system: [RESERVED]
C. Descdption: records conceming the purchase and payment of goods/services provided by the
agency. File may include buyer's purchase documents, copy of agency's invoice, correspondence,
memotanda, etc.
D. Retention:
(1) Finance department copy: six years after close of 6scal year in which created
(2) Other department copy: three years after dose of fiscal year in which created

18/29/9a;7/70/97;P.n,1 NMAC 3.2.90.21.20.F 204,7 /73/98;1.15.5.204 NMAC - Rn, 1 NMAC
3.2.90.27.F 20 4, 10 / t / 2}ffil
1.15.5.205 DEPOSIT SLIPS:
A. Program: revenue records
B. Maintenance system: [RESERVED]
C. Description: receipt veri$ing the amount deposited into bank account or deposited with
treasuter.
D. Retention:
(1) Bank deposit slips: tlree years after close of Escal year io which created
(2) Tteasurer's deposit slips:
(a) Treasurerrs copy: tlrree years after close of 6scal year in which created
(b) Finance department copy: one year aftet audit report released
(c) Othet depatment copy: until audit report released



18/29 /9a; I /70 /97;Rn,1 NMAC 3.2.90.21.20.F 205,7 / 13 /98;1.15.5.205 NMAC - Rn, 1 NMAC
3.2.90.21.F 205, 10 / 1 / 2Un)
I.I5.5.M6 REVENUE STATUS REPORT, MONTHLY:
A. Progam: revenue records
B. Maintenance system: [RESER\rED]
C. Descdption: report generated by finance departrnent listing recap of budget adiustments by
category and line item. Information includes original revenue estimate, adjusted revenue estimate,
actual revenue year-to-date, unrealized revenue, curtent montl revenues, etc.
D. Retention: three years after close of fiscal year in which created

18/29 /9a;1/10/97;Rn,1 NMAC 3.2.90.27.20.F 206,7 / 13/98;1.15.5.206 NMAC - Rn, 1 NMAC
3.2.90.27.F 20 6, 10 / 1 / z0ml
I.I5,5.207 CASH REPORTS, DAILY:
A- Progmm: revenue records
B. Maintenance system: [RESER\rED]
C. Descdption: report genetated by treasurer showing daily revenues deposited with reasurer by
department.
D. Retention:
(1) Treasutet's copy: three yeats after dose offiscal year in which cteated
(2) Finance department copy: until audit rcport rcleased
(3) Other departments copy: until audit report released

18/29/9a;1/10/97;Rn,1 NMAC 3.2.90.21.20.F 207,7 /13/98;1.15.5.207 NMAC - Rn, 1 NMAC
3.2.90.21.F 207, 10 / 1 / 2OC0l
1.15.5.208 REVENUE CONTRACTS AND GRANTS:
A. Ptogram: revenue records
B. Maintenance system: [RESER\rED]
C. Description: records conceming contracts and grants received by an agency. Records include
but are not limited to block of contract ot gtants, negotiated grants, federal agency grants, etc.
Where there is required reporting of expenditues to a fedeml agency, retain records for six years
after termination of grant/contract or retain records for five yeats after submission of final
expenditure report, whichever is longer.
D. Retention: six years after tetrnination of grant

[8/ 29 /94; 1/ 10 /97 P.n,1 NN,IAC 3.2.90.27.20.F 208,7 / 13/95;1.15.5.208 NMAC - Rn, 1 NMAC
3.2.90.27.F 208, 10 / 1 / 2OOOI

1.1s.s.209 - 300 [RESERVED]
1,15.5.301 VENDOR FILES:
A. Progtam: expenditue records
B. Maintenance system: [RESER\rED]
C. Description: files/listings ofvendon with whom agency is currently conducting business.
D. Retention: until supetseded or until infornation is obsolete

18/29 /9a;7/70/97;Rn,1 NMAC 3.2.90.21.30.F 301,7 / 13 /98;1.15.5.301 NMAC - Rn, 1 NMAC
3.2.90.27.F 301, 10 / 1 / 20ml
1.1s.5.302 REQUTSTTTON FOR PURCHASE:
,d Ptogtam: expenditure records
B. Maintenance system: [RESER\rED]
C. Descdption: request forms from the various offices/departrnents, which describe goods or
services to be ordered by the purchasing departrnent. Infornation includes requisition number,
department name, delivery location, today's date, date goods/services required, item number,



quantity, description, known suppliers, authorizing signature. Requisitions for purchase may be 6led
in payment voucher file, 1.15.5.310 NMAC.
D. Retention:
(1) Finance department copy: six yeam after close of 6scal year in which created
(2) Othet departments copy: three years after close of 6scal year in which created

18/29/9a;7/10/97;Rn,1 NMAC 3.2.90.21.30.F 302,7/13/98;1.15.5.302 NMAC - Rn, 1 NMAC
3.2.90.21.F 302, 10 / 1 / 2}rill
1.15.s.303 PURCHASE ORDERS (PURCr{ASE DOCUMENTS):
A. Ptogtam: expenditure rccords
B. Maintenance system: [RESER\rED]
C. Description: of6ce copies ofpurchase orders fot goods and services paid for, or for goods and
services yet to be delivered. Information includes vendor number, profect number, date of purchase
order, departrnent, vendor name and address, shipping instn:ction, quantity ordered, unit ofissue,
description ofgoods/services ordered, general ledger account number, unit pdce, extended price,
purchasing egent signature, individud who sigls for rcceipt of goods/services and date received, and
notadons regarding any shonages in shipment. This record series indudes both direct and contract
puchase orders. Purchase ordem rnay be 6led in payment voucher Ele, 1.15.5.310 NI\{AC.
D. Retention:
(1) Finance depaftment copy: six years after close of Escd year in which created
(2) Othet departments copy: three years after close of 6scal yeat in which created

18/29/9a;1/10/97;Rt,1 NN{AC 3.2.90.21.30.F 303,7 /13/98;1.15.5.303 NMAC - Rn, I NMAC
3.2.90.2r.F 303, 10 / 1 / zffnl
1.1s.s304 TNVOTCES (VENDOR):
,d Program: expenditure rccords
B. Maintenance system: [RESER\rED]
C. Description: invoices submitted by various vendors supplying goods and,/or services.
Information includes vendor name and address, date ofpurchase, purchase order number, invoice
number, items or senices purchased, amounts, total, etc. Vendot invoices may be 6led in payment
voucher file, 1.15.5.310 NMAC.
D. Retention:
(1) Finance department copy: six years after close of fiscal year in which created
(2) Other departments copy: three years after dose of 6scal year in which created

[8/29/9a; r/rO/97;R;;.,1 NI\{AC 3.2.90.21.30.F 304,7 /13/98;1.15.5.304 NMAC - Rn, 1 NMAC
3.2.90.21.F 30 4, tO / | / 20Wl
1.1s.s.30s CONTRACI/AGREEMENT FrLES:
,d Ptogmm: expenditure records
B. Maintenance system: [RESER\rED]
C. Descdption: records conceming conracts let through bid by the purchasing department,
technical/professional service contracts, lease/rental contracts and agreemeots, etc. File may include
contract/agreement, bid hformation, contract/agreement specifications, correspondence,
memoranda, etc,
D. Retention:
(1) Finance department copy: six years after termination of contract or agreement
(2) Purchasiog departmerlt copy: six years after termioation of cootract ot agreement
(3) Othet depatment copy: six years after terminadon of contract or xgreement

18/29 /94: 1/10/97;P.n,1 NMAC 3.2.90.21.30.F 305,7 / 13/98;1.15.5.305 NMAC - Rn, 1 NMAC
3.2.90.27.F 305, 10 / 1 / 2OC01

1.1s.5.306 CONTRACT/AGREEMENT LOGS:



A- Program: expenditure records
B. Maintenance system: [RESERVED]
C. Descdption: lists of all agency contracts/agreements. Show conract/agreement number,
agreement contactot ternination date, type of contract/agreement, etc.
D. Retention: six years after termination of contract or agreement

18/29/9a;1/10/97l'Put,1 NMAC 3.2.90.21.30.F 306,7 /13/98;1.15.5.306 NMAC - Rn, 1 NMAC
3.2.90.21.F 306, 10 / 1 / 20C0)
1.ls.s.307 BrDS/QUOTES:
,ll. Ptogtam: expenditure records
B. Maintenance system: [RESERVED]
C. Description: record ofeach bid submitted by vendors selling goods and/or services.
Information includes request fot quotation, bid spread sheet and bid award letter. Awarded bid rnay
also be filed in paymeot voucher 6le, 1.15.5.310 NMAC, or in various conuact or project files.
D. Retention: three years after close of 6scal year in which bid is awarded

18/29/9a;1/10/97;Rn,1 NN{AC 3.2.90.21.30.F 307,7 /13/98;1.15.5.307 NMAC - Rn, 1 NMAC
3.2.90.21.F 307, 10 / 1 / 2Om1
1.15.5.308 REQUEST FOR PROPOSAL:
A. Program: expenditure records
B. Maintenance system: [RESERVED]
C. Desctiption: record ofrequests for proposal solicited by agency. Information includes
description, evaluation ofptoposal, evaluation criteria, overview, audit objectives, scope of wor!
compensation, bid format, additional conditions, etc. Request for proposal may also be Eled in
vadous contract or proiect 6les.
D. Retention: tlree years aftet close of fiscal year in which bid is awarded

l8/29/9a;1/10/97;R+ 1 NMAC 3.2.90.21.30.F 308,7 /73/98;1.15.5.308 NI\{AC - Rn, 1 NMAC
3.2.90.21.F 308, tO / | / 2Un)
1.15.s.309 VOUCHERS (PAYMENT VOUCHERS):
,d Ptogram: expendinre records
B. Maintenance system: [RESERVED]
C. Description: sandard form used to authorize payment or reimbumement of expenses other than
payroll. Information includes vendor name and address, vendor code, agency fund, quantities,
description of goods/services, unit costs, total cost, authorizing signature, etc. Vouchers may be
filed in payment voucher file, 1.15.5.310 NMAC.
D. Retention:
(1) Finance department copy: six years after close of fiscal year in which created
(2) Other department copy: three years aftet dose of fiscal year in which created

18/29/9a;1/70/97;P(n,1 NMAC 3.2.90.21.30.F 309,7 /13 /98:1.15.5.309 NI\.{AC - Rn, 1 NMAC
3.2.90.21.F 309, 10 / 1 / 2O00l

1.15.5310 PAYMENT VOUCHER FILES:
,{" Ptogtam: expenditure records
B. Maintenance system: organization's preference
C. Description: records documenting completed transactions authorizing payment for services
tendered, pwchase of supplies or equipment, travel advance or reimbusement of wotk-related
expenses incurred by an ernployee or public of6cer. Files rnay indude suppotting documentation
such as copy ofvouchers, invoices, purchase documeats, expense reimbutsement forms, ttavel
reimbursement forms, receipts, travel advance forrrs, etc.
D. Retention: six years from close of 6scal year in which voucher created or in which audit is
comPleted



lO8/29 /94,01/10/97;Rn,7 NMAC 3.2.90.21.30.F 310,07 /73/98; 1.15.5.310 NMAC - Rn, 1

NMAC 3.2.90.21.F 370, lO / 1 / 2ooo; A, 12/20 /20101
1.15.5.311WARRAN',TS:
A Program: expenditure records
B. Maintenance system: [RESER\rED]
C. Description: caflceled or voided warrants issued for payment ofgoods and/or services.
Infotmation ioclude date, warrant number, to whom paid, amount, signatue of Enance of6cer, etc
D. Retention:
(1) Canceled warants: six years after close of fiscal year in which created
(2) Voided wartants: until audit report released

18/29 /9a;1/ 70/97;P'n,1 NMAC 3.2.90.27.30.F 371,7 / 73 /98;1.15.5.317 NN{AC - Rn, 1 NMAC
3.2.90.27.F 37 1, 10 / 1 / 20C0)
1.15.5.312 CHECKS:
A. Program: expenditute records
B. Maintenance system: [RESER\rED]
C. Description: canceled or voided checks issued fot payment of goods and/or services.
Information includes date, check number, to whom paid, amoung signature of finance officer, etc.
D. Retention:
(1) Canceled checks: six years after close of 6scal year in which created
(2) Voided checks: until audit teport released

[8/29 /9a;7/70/97;Rn,1 NI\L{C 3.2.90.21.30.F 372,7 /73/98;1.15.5.312 NMAC - Rn, 1 NMAC
3.2.90.27.F 312, 10 / 1 / 20C0l
1.15.5.3Tt VOUCHER PAYMENT WARRANT REGISTER:
A- Program: expenditure records
B. Maintenance system: [RESER\rED]
C, Desctiption: record of warrants (checks) issued for payment ofvoucher. Register may show
\arraot numbef, yendor name, vendor code, voucher number, voucher date, vendor invoice
numbet, fund (account) number, payment amouots, varrant date, etc.
D. Retention: six years aftet close of fiscal year in which created

18/29 /9a;1/ 10/97;.Ftn,1 NMAC 3.2.90.27.30.F 313,7 /13 /98;1.15.5.313 NMAC -Rn, 1 NMAC
3.2.90.21.F 31 3, 10 / 1 / 2}C0l
1,15.5.314 TRIP TICKET FILE:
A. Progtam: expenditure records
B. Maintenance system: |RESER\rED]
C. Description: records conceming in-sate and out-of-state travel requests.
D. Retention:
(1) Finance department copy: six years after close of fiscal year in which created
(2) Other depatment copy: tl, ee years after close of fiscal year in which created

[8/29 /9a; 1/ 10/97;P'n,1 NMAC 3.2.90.27.30.F 31a,7 / 73/98;1.15.5.314 NMAC - Rll, I NMAC
3.2.90.21.F 31 4, 10 / 1 / 2}C0l
1,15.5.315 VEHICLE MAINTENANCE FIT E:
,{" Program: expenditue recotds
B. Maintenance system: IRESER\rED]
C. Desctiption: records conceming vehide rnaintenance. File may include teceipts for gasoline
ctedit cards, maintenaoce, repairs, etc.
D. Retention:
(1) Finance department copy: six years after close of fiscal year in which created
(2) Motor pool copy: one year after audit report released



(3) Other department copy: three years after dose of fiscal year in which created

18/29/9a;t/70/97;P.n,1 NMAC 3.2.90.21.3O.F 315,7 /13/98;1.15.5.315 NMAC - Rq 1 NMAC
3.2.90.21.F 375, 10 / 1 / 2cf0l
1.15.5.316 ENCUMBRANCE DOCUMENTS:
,d Program: expenditure records
B. Maintenance system: [RESER\IED]
C. Description: standard form fot encumbering expenses. Shows line item, amount, encumbrance
number, etc.
D. Reteation:
(1) Finance department copy: three years after dose of Escal year in which created
(2) Other department copy: until audit repon released

18/29/9a;7/ lO/97;Rt,1 NMAC 3.2.90.21.3O.F 376,7 /73/98;1.15.5.316 NMAC - Rn, 1 NMAC
3.2.90.21.F 31 6, 10 / 1 / 2ffnl
1.15.5.317 DETAILED LIST OF ENCUMBRANCES:
A- Ptogram: expenditure records
B. Maintenance system: [RESER\rED]
C. Description: monthly printout showing encumbrances by lhe item, vendor, encumbrance
number, and amount for previous month activity.
D. Retention:
(1) Finance department copy:
(a) Year end reporc three years after close of 6scal year in which created
(b) AII other months: until audit report released
(2) Othet department copy: until audit report released

18/ 29 /9a; | / 10 /97;Rn,1 NMAC 3.2.90.27.30.F 377 ,7 / 73/98;1.15.5.317 NMAC - Rn, 1 NMAC
3.2.90.21.F 317, 10 / 1 / 20C0l
1.15.5.318 SUPPLEMENTARY ANALYSIS OF PRIOR YEI\R ENCUMBRANCE:
,d Program: expenditure tecords
B. Maintenance system: [RESERVED]
C. Description: monthly printout showing year-to-&te encumbrance activity.
D. Retention:
(1) Finance department copy:
(a) Yeat-end tepoft three years after close of ftscal year in which created
(b) AII other months: until audit report released
(2) Othet department copy: until audit repon released

18/29/9a;r/10/97;R+ 1 NMAC 3.2.90.21.30.F 318,7 /13/98 1.15.5.318 NMAC - Rn, 1 NMAC
3.2.90.21.F 318, 10 / t / 2OC0l

1.15.5.319 CONTRACT TAX FILE:
,{- Progmm: expenditue records
B. Maintenance system: [RESER\rED]
C. Desctiption: records conceming the reporting to the IRS on monies paid out by agency oo
technical and professional service contracts.
D. Retention: one year after termination of contracg provided audit report released

18/29/9a;1/10/97;Rn,1 NMAC 3.2.90.21.30.F 319,7 /73/98;1.15.5.319 NMAC - Rn, 1 NMAC
3.2.9O.27.F 319, rO / 7 / 2OOOI

1.15.s.320 - 400 [RESERVEDI
1.15.5./t01 TIME CAR[)S:
A. Ptogtam: payroll records
B. Maintenance system: [RESER\rED]



C. Desctiption: record of hours worked by employee. Information includes employee name, date,
and hous vorked.
D. Retention:
(1) Finance department copy: three years after dose of fiscal year in which created
(2) Other department copy: until proved to paytoll register

18/29 /9a;1/10/97l.Rn,1 NMAC 3.2.90.27.4o.F 401,7 /13/98;1.15.5.,101 NL,{AC - Rn, 1 NMAC
3.2.90.27.F 40t, rc / 1 / 2OO0l

1.15.5.402 TIME SHEETS:
A. Program: payroll records
B. Maintenance system: [RESER\rED]
C. Description: verification of the number of hours worked by employee. Information includes
employee's name, employee number, houdy wage, days and hours wotked, departrnent head
approval, etc.
D. Retention:
(1) Finance deparment copy: three years after close of fiscal year in which created
(2) Other department copy: until proved to payroll registet

[8/29 /9a;7/70/97;Rn,1 NMAC 3.2.90.27.40.F 402,7 / 13 /98;1.15.5.402 NMAC - Rn, 1 NMAC
3.2.90.21.F Q2, 10 / 1 / 20m)
1.15.5./103 TRIAL PAYROLL:
A. Program: payroll records
B. Maintenance system: [RESER\rED]
C. Description: weekly, bi-weekly or monthly priotout shosring breakdown ofprojected empioyee
payroll.
D. Retention:
(1) Finance/payroll department copy: until proved to payroll register
(2) Othet department copy: until proved to payroll register

18/29/9a;1/70/97;Rn,1 NMAC 3.2.90.27.4O.F q3,7 /73/98;1.15.5.,103 NMAC - Rn, 1 NMAC
3.2.90.27.F 403, 10 / 1 / 2000)
1.15.5.404 PAYROLL REGISTER:
A. Progtam: payroll records
B. Maintenance system: [RESER\IED]
C. Description: documents wages paid to employees for services rendered. Information includes
name of employee, social security number, date ofchec\ houdy or salaried amount, ovettime,
number of hours worked, deductions, etc.
D, Retention:
(1) Finance/paytoll department (year end payroll rcgister): sixty years aftet date created
(2) Finance/payroll department (weekly, bi-weekly or monthlJr copies of paytoll rcgister):
until audit report released
(3) Othet department copies: until audit report released

18/29 /9a;1/10/97 P;n,1 NMAC 3.2.90.21.40.F 404,7 /13/95;1.15.5.,+04 NMAC - Rn, 1 NMAC
3.2.90.27.F 40 4, 10 / 1 / 2OC0)

1.15.5.405 EMPLOYEE YEAR-TO-DATE INFORMATION:
A- Ptogram: payroll records
B. Maintenance systern: [RESERVED]
C. Description: bi-weekly printout showing year-to-date totals by employee includes gross pay and
deductions, etc.
D. Retention:
(1) Finance department copy: three years after close of fiscal year in which created



(2) Other department copy: until audit report released

18/29/9a;1/10/97l'P.t,1 NMAC 3.2.90.21.4O.F 4[.5,7 /73/98;1.15.5.,105 NMAC - Rn, 1 NMAC
3.2.90.27.F 4n.s, rc / 1 / zffnl
1.15.5.406 VOUCHERS (PAYROT r ):
A. Program: payroll records
B. Maintenance system: [RESERVED]
C, Description: standard fotm used to authorize payment (release of funds) for payroil.
D. Retention:
(1) Finance deparmrent copy: six years after close of fiscal year in which created
(2) Other department copy: three years after dose of fiscal year in which created

18/29/9a;t/70/97:Rn,1 NMAC 3.2.90.21.q.F q06,7 /73/98;1.15.5.,m6 NMAC - Rn, 1 NMAC
3.2.90.21.F 406, rO / 1 / 20ml
1.1s.s.,r07 VARRANTS (PAYROT r ):
A- Ptogram: payroll records
B. Maintenance system: [RESER\rED]
C. Desctiption: canceled or voided warrants (checks) issued for payment ofgoods and/or services.
Infotmation includes date, warrant number, to whom paid, amount, signarure of finance of6cer, etc.
D. Retention:
(1) Canceled warants: six years after close of Escal yeat in which created
(2) Yoided warants: until audit report released

18/29/9a;1/10/97;Ra,1 NMAC 3.2.90.21.40.F 407,7 /13/98;7.75.5.407 NMAC - Rn, 1 NMAC
3.2.90.27.F fi7, 10 / 1 / 2oml
1.15.5.408 PAYROLL VARRANT REGISTEK
A- Ptogram: payroll records
B. Maintenance system: [RESER\rED]
C. Desctiption: registers summarizing the information on payroll warents (check) issued.
Information iocludes employee name, social security number, amount of werant (check), state and
federal income tax deductions, other deductions, year-to-date totals per pay period, etc.
D. Retention: six years after close of 6scal year in which created

18/29/9a;1/10/97;Rn,1 NI\{AC 3.2.90.27.4O.F 408,7 /13/98;1.15.5.,+08 NMAC - Rn, 1 NMAC
3.2.90.21.F 4p8, fi / 1 / 20C0l

1.15.5.409 W-2 FORMS:
A- Program: paytoll records
B. Maintenance system: [RESER\rED]
C. Description: employer's copy of employee's toal eamings and withholdings for the calendar
year reported to the intemal revenue service. Infomration includes employer's identification oumber,
employer's name and ad&ess, employee's social secudty nr.rmber, federal income ta-x withheld, FICA
axes withheld, total FICA wages and sate income tax u/ithheld.
D. Retention: 6ve years after close of calendat year for which created

18/29/9a;1/10/97:R+ 1 NMAC 1.2.90.21.Q.F 409,7 /73/98.1.15.5.,,!09 NMAC - Rn, 1 NMAC
3.2.90.2r.F 409, 70 / t / 2OC0l
1.15.5.410 - s00 [R-ESERVED]
1.15.5.501JOURNALS:
A. Ptogtam: general financial records
B. Maintenance system: [RESER\rED]
C. Description: departrnent machine or hand posted books of original entry.
D. Retention: six years aftet close of 6scal year in which created



18/29 /9a; 1/ 10 /97;Rn,1 NMAC 3.2.90.27.5o.F 507,7 / 13 /98;1.15.5.501 NMAC - Rn, 1 NMAC
3.2.90.21.P 50 r, 70 / 1 / zyn)
1,15.5.502 LEDGERS, GENERAL:
A- Ptogmm: general financial records
B. Maintenance 6ystem: [RESER\IED]
C. Desctiption: departrnent machine or hand posted books of final entry.
D. Retention: six years after close of Escal year in which created.

18/29/9a;1/10/97;Rn,1 NMAC 3.2.90.27.50.F 502,7 /13/98 1.15.5.502 NMAC - Rn, 1 NMAC
3.2.e0.27.F 502, 10 / 1 / zOC0l
1.15.5.503 TRANSACTION REGISTE& MONTHLY:
,{.. Progmm: general financial records
B. Maintenance system: [RESER\rED]
C. Description: computer generated equivalent to a general which shows the opening cash balance,
items adding to the balance in detail, items decreasing the balance in deail, etc.
D. Retention:
(1) Finance department copy: six years after close of fiscal year in which created
(2) Othet department copy: three years after close of Escal year in which cteated

[8/29/9a;1/10/97;Rn,1 N^.{,{C 3.2.90.21.50.F 503,7 /73/98;1.15.5.503 NMAC - Rn, 1 N]\.f,{C
3.2.90.21.F sO3, 70 / 7 / zufi)
1.15.5.504 ACCOI.]NT TRANSFER ORDER:
,{- Program: geneml financial records
B. Maintenance system: [RESER\rED]
C. Descdption: shows account names and codes, item codes, amounts to and from for the transfer
of cash. Record series includes special purpose transfer orders that indude encumbrance detail.
D. Retention:
(1) Finance department copy: six years after close of6scal year in which created
(2) Tteasurerts copy: three years after close of fiscal year in which created
(3) Other department copy: three years after dose of Escal year in which created

18 /29 /94; 1/ 10 /97;Rt,1 NMAC 3.2.90.21.50.F 504,7 / 73/98;1.15.5.504 NMAC - Rn, 1 NMAC
3.2.90.21.F 50 4, 10 / 1 / 2OW)
1.1s.s.s05 voucHERS (f ouRNAL):
A. Ptogtam: general financial records
B. Maintenance system: [RESER\rED]
C. Description: standard forrn used to coffect (adjust) joumal entries. Shows date, account,
departrnent, activity, line codes, reference numbers, amounts, etc.
D. Retention:
(1) Finance department copy: six years after close of fiscal year in which created
(2) Othet department copy: tfuee years after dose of fiscal year in which created

18/29/9a;7/70/97;Rn,1 NMAC 3.2.90.27.50.F 505,7 /13/98l 1.15.5.505 NMAC - Rn, 1 NMAC
3.2.90.21.F sO5, 10 / 1 / 20001
1.15.5.506 RECONCILIATION OF CASH TRANSACTIONS, MONTHLY:
A. Program: genetal financial records
B, Maintenance system: IRESER\rED]
C. Description: tecotd srhich recoociles the cash balance per the finance departrneot accounting
with the cash balance per the treasurer's accounting and provides a detailed listing of all oustanding
items.
D. Retention:
(1) Finance department copy: six years after close of fiscal year in which created



(2) Tteasutetts copy: three years after close of fiscal yeat in which created
(3) Other department copy: three years after dose of fucal year in which created

18/29 /9a;1/10/97:-Rn,1 NMAC 3.2.90.21.50.F 506,7 /73/98;1.15.5.506 NMAC - Rn, 1 NMAC
3.2.90.27.F 506, 10 / 1 / 2OOO)

1.1s.s.s07 [RESERYED]
1.15.5.508 BANK STATEMENTS:
,4.- Program: general financial records
B. Maintenance system: [RESERVED]
C. Description: records showing historical record of cash receipts and disbursements.
D. Retention: six years after close of Escal year in which created

18/29/9a;7/70/97;Rn,1 NMAC 3.2.90.21.50.F 508,7 / 73/98;1.15.5.508 NMAC - Rn, 1 NMAC
3.2.90.27.F 508, 70 / 7 / 2OWl
1.15.5.509 IIWENTORY OF FIXED ASSETS:
A- Ptogram: general financial recotds
B. Maintenance system: [RESER\rED]
C. Desctiption: records concerning holdings of fumiture and equipment. Record shows item
description, item location, identification number, serial number, model number, date of acquisition,
original cost, etc.
D. Retention: slr years after close of fiscal year in which created

18/29/9a;1/10/97;Rr,,1 NN{AC 3.2.90.21.50.F 509,7 /73/98;1.15.5.509 NMAC - Rn, 1 NMAC
3.2.90.27.F s1g, 70 / 7 / 20OOl

1.15.5.510 AUDIT REPORTS:
A- Program: general financial records
B. Maintenance system: [RESER\aED]
C. Description: printed report documeating the annual audit offunds. These repons, prepared by
an outside accounting firrn, are categorized by the various offices and futher classified by accounts
to which they relate. This series also includes semiannual and special audits. Information includes
balance sheet, summary of revenue and expenditures, cash balances, statement of taxes, statement of
delinquent axes, statement of other rcceipts, statement of fines and fees.

D. Retention: permanent

18/29 /9a; 1/ 70/97;Rtt,1 NMAC 3.2.90.27.50.F 510,7 / 13 /98l 1.15.5.510 NMAC - Rn, 1 NMAC
3.2.90.21,.F 510, t0 / t / 20Wl
1.15.5.511 PETTY CASH FUND FILES:
,d Program: general Enancial records
B, Maintenance system: [RESERVED]
C, Description: records concerning the use of petty cash monies. File may indude petty cash
request, petty cash vouchers, petty cash canceled checks, petty cash baok satements, receipts, cash
reconciliadon, etc.
D. Retention: until audit report released

18/29/9a;1/10/97;Rn,1 NMAC 3.2.90.27.50.F 511,7 / 13/98;1.15.5.511 NMAC - Rn, 1 NMAC
3.2.90.27.F s1 1, 10 / 1 / 2Un)

N.M. Adrnin. Code $ 1.15.5

For disposition



1.13.30.9 ASSIGNMENT OF RESPONSIBILITIES: Section 1+3-4 NMSA 1978 authorizes the
commission of public records to appoint a state records administrator to carry out the purposes of
the Public Records Acl The state records admioistator is rcsponsible for esablishing recotds
managemeflt programs within state goyemment for the purpose of ensuring the efficient and
economical management of public records throughout their lifecycle from their ueation, utilization,
maintenance, retention, preservation and 6nal disposition.
A The commission of public records hereby delegates the authority to order the routine destn:ction
of public rccords, in accordance with adopted records retention and disposition schedules, to the
state rccords adminisft ator.
B, The sate records administrator shall prescribe the appropriate method of destruction of public
records.
C. The state records center and archives, in accordance with the rules established by the state
records administratot and the commission of public records, is the authorized facility for the receipt,
storage or disposition of all inactive and infrequendy used records of present or former state
agencies.

D. The state records administrator has the authority to request any agency to designate a records
liaison officer to cooperate with, assist and advise the state tecords adminisfator in the performance
of his or her duties and to provide such other assistance and data as shall enable the commission and
state records administtator to propedy carry out the purposes of the Public Records Act (Section 1zl-

3-4 NMSA 1978).

[1.13.30.9 NMAC - Rp, 1.13.30.8 NItrAC,06/01/2006]
1.tr}.30.10 DISPOSITION OF PUBLIC RECORDS:
A. Agencies shall ensure the proper authorized disposition of their records regardless of format or
medium so that permanent records are preserved and records no longer ofuse to an agency are
ptompdy deleted or destoyed based on retention periods established in records retention and
disposition schedules and subject to the written approval of the sate records administrator.
B. The records custodian for each agency shall assig:n one or more records liaison officers the
rcsponsibility for implementing records management requirements for all agency records at all levels
and locations in all media including those received or created using electronic mail. The tecords
liaison officer is tesponsible for authorizing the stomge and destruction of his or her agency's
records.
C. Agencies shall secure the writteo approval of the state tecotds administator befote destroying
any records or tansferring records to the state archiyes.

D. Agencies shall follow regulations issued by the sate records administrator gorrerning the methods
of destruction.

[1.13.30.10 NI\IAC - Rp, 1.13.30.9 NMAC,\6/01/2006]
1.13.30.11 ON-SITE DESTRUCTION OF PUBLIC RECORDS: Destruction of public records
may occur on-site at the custodial agency or t}rough the state records center.
,d Agencies who choose to store public records on-site for the life cycle of the records shall contact
the agency analysis buteau of the state records center and archives when the records have met their
legal retention period.
B. The records liaison officer shall complete and submit the state records center and archives nquest

for dispositiot fonn The tecotds liaison officer shall indicate on the form that the records are to be
desttoyed on-site- The ,"qr.urtfor diprit;oz form shall contaio but is not lirnited to the following:
agency code, agency name, division, contact person, address, e-mail address, telephone number, fax
number, destructioo type, records tide and description, disposition trigger date, quantity ofboxes or
bundles, records retention and disposition schedule section number, transfer to archives, record



liaison officer signature and printed name, analyst reviev, records management division directot
review, records center section and archive section.
(1) The agency analysis bueau shall review the ,?q ertflr dis?litioz and submit it to the state records
adminisftator for approval. The state records administator shall either approve or deny the request.
(a) When appropriate t}re state records administrator shall order the transfer of records to the sate
archives for review and appraisal.
(b) If the tecords listed on the nqwstfor dispoition have met their legal retention period and are

eligible for destruction, the agency shall receive a letter from the state records administrator
xgfll6tiziog the destruction of the records.
(c) The state records administrator shall noti$ an ageocy in writing if the requ€st for on-site
desm:ction is denied.
(2) Agencies that desroy records on-site shall cenifr the destruction in *.iu"g. A cenificate of
destuction shall be submitted to the agency analysis bureau of the state records center and archives.
For legal and audit purposes, the records liaison of6cer(s) shall retain a copy of the certification on
Ele. Agencies shall use only approved methods for agency on-site destn:ction of public records as

identified below.
(a) Records that contain confidential or sensitive information shall be desroyed in such a manner
that the information cannot be read, interpreted or reconstructed by:
(i) wimessed shredding, then pulping ttrough a bonded document destruction vendor, or
(ii) wimessed macerating through a bonded document destruction vendor.
(b) Records without con6dentiality requirements shall be destroyed by:
(i) recycling by a bonded document destruction vendor,
(ii) shredding;
(iii) macerating or
(iv) witnessed dumpsite burial.
(c) Electronic records shall be destoyed pursuant to 1.13.3 NMAC, Management of Electronic
Records.

[1.13.30.11 NII{.{C - Rp, 1.13.30.9 NMAC,06/01/2N6)
1.[t,30.12 PUBLIC RECORDS DELTVERED TO THE RECORDS CENTER FOR
DESTRUCTION: Agencies stodng public records on-site may elect to deliver public records that
have met their retentions to the records center for destruction.
A. Agencies shall contact the agency analysis bureau of the state records center and archives when
records have met their legal retention period.
B. The records liaison of6cer(s) shall complete and submit the state records center and archives
nqnstJor dispoirton form. The records liaison officer(s) shall indicate on the form whether the
records are to be delivered to the Santa Fe or Albuquerque records center for destruction. The
nquulJor disptilioz form shall conain but is not limited to the following: agency code, agencv name;
divisiorq conuct person, ad&ess, e-mail address, telephone numbe4 fax number, destructioo type,
records tide and descriptioo, disposition trigger date, quantity ofboxes or buodles, records tetendon
and disposition schedule sectioo number, traosfe! to archives, record liaison officer signature and
printed name, analyst review, recotds management division director rcview, records center section
and archive section.
C. The agency analysis bweau shall review the nqacs{or dispoitioz and submit it to t}re state records
adrnilris&ator for approval. The state records administrator shall either approve or deny the request.
(1) When appropriate the state records administator shdl order the transfer of records to the state

archives for review and appraisal.
(2) If the records listed on the ryrcstfor dtlto:itioz have met their legal reteotion period and are

approved for destruction, the request shall be forwarded to the appropriate records center.



(3) Records center staff shall contact the agency to zfizn3e a date and time for the records to be
delivered to the records tenter.
(4) The records description and the number ofboxes delivered to the records center shall match
what is listed on the apptoved nqrctfor dispoitioz forrn. Upon delivery if there is a discepancy
between what is listed on the approved nquestfor dirpoition form and what is delivered to the tecords
center, t}-re shipment shall be reiected and sent back to the agency for clarification.
(5) The records center shall prepare a destruction order for the sate records administratorrs
signatue that lists the records apptoved for destruction that were delivered to t}te recotds centet.
(6) Recotds approved for destruction shall be desroyed according to the procedutes established in
Subsection C of 1.13.30.13 NMAC for destruction of public recotds.

P) The state records administmtor shall notiS an agency in writing if the request for destruction is

denied.

11.13.30.12 NMAC - Rp, 7.13.30.9 NMAC,06/01/20061
1.13.30.13 DESTRUCTION OF PUBLIC RECORDS: The state records center is responsible
for the timely and efficient destruction of public records that have met their reteotion periods and
that have been reviewed and released for destruction by the agency's record liaison ofEcer and the
state records adminisft ator.
A. The sate records center procedure for destn:ction of records (paper and microforrn) stored at
the state records centers shall be to:
(1) schedule quarter\, the destruction of all public records stored in the records centers that have
met their scheduled retention pedods; and
(2) prepre a report notifring custodial agencies of records that have met their scheduled retention
periods and are eligible for destruction or transfer to archives.
B. Custodial agencies receiving notification ofrecords eligible for destruction shall review the report
of tecords to be destroyed.
(1) The recotds liaison officer(s) shall notift the state records center of any recotds scheduled for
destruction which must be held and shall cite the teason for hoiding the records beyond the
retention period, e.g., pending litigation, audit in process or audit pending.
(2) The agency records liaison of6cer(s) shall approve the notice of destruction or the notice of
transfer to the state archives in *'riting and retum it to the records center.
(3) The records center shall:
(a) prepare a destruction order for the state records administrator's signature that lists the recotds
approved for destruction; and
(b) prepare a uansfer order for the state rccords adminisrator's signatute that Iists the records
approved for transfer to the state archives.
C. The sate records center shall adhere to the following standatds in destroying records.
(1) It shall desroy records that contain confidential or sensitive information in such a manner that
the information cannot be read, interpreted or reconstructed by:
(a) witnessed shredding then pulping through a bonded document destruction vendor, or
(b) witnessed macerating through a bonded document destruction vendor.
(2) It shall destroy records without coofidentiality requirements by:
(a) recycling by a bonded document destruction vendor,
(b) shredding,
(c) macerating or
(d) witnessed dumpsite burial.
(3) It shall direct the document destruction vendor to prepare and submit to the state records center
a certificate of destruction showing the date of destruction, the method of destmction and the
names and signan:res ofperson or persons that wimessed the destruction.



D. Destruction of source documents converted to altemative media shall comply with the applicable

standards to ensure reliability and authenticity prior to their destruction.
(1) Destruction of paper public rccotds converted to microfiIm.
(a) Agencies shall meet all requirements of 1.14.2 NMAC prior to destruction of microfilmed paper

records.
(b) Agencies shall comply with 1.13.30.11 NMAC for on-site destruction of public records or
1.13.30.12 NMAC fot public recotds detvered to t}re state recotds center for destruction.
(2) Desttuction of paper records converted to electtonic or machine readable media.
(a) Agencies shall meet all provisions of 1.13.70 NMAC priot to destruction of converted paper
records.
(b) Agencies shall comply with 1.13.30.11 NMAC for on-site destruction of public recotds or
1.13.30.12 NMAC for public recotds delivered to the state recotds centet for destruction.
(3) Destruction of machine readable records converted to microforrn.
(a) Agencies shall meet all requirements of 1.14.2 NMAC prior to destn:ction of machine teadable
records.
(b) Agencies shail comply with 7.73.30.77 NI\{AC for on-site destruction of public records or
request destruction by the state records centet.
(c) Agencies shall meet all provisions of 1.13.70 NMAC prior to destruction of converted machine
readable records.
E. Destruction of microfrlm. Y4ren destruction of microfilm is required and the recotds cootained
on the microfilm have met the required retention period, destn-rction of the microfilm shall be
accomplished by wimessed shredding.
F. Destmction of elecfonic media. W]ren destruction of electronic media is required and the
records conained on the electronic media have met the rcquired retention period, destmction of the
electronic media shall be accomplished by an approved method of destruction. Fot information on
methods of destruction see Subsection G of 1.13.30.13 NMAC.
(1) For additional information on the destruction of non-records see 1.13.30.14 NMAC.
(2) Public records shall be destroyed in accordance vzith a cuffent retention schedule.

(3) Supporting docurnentation (e.g., audit trails and results, certification records, etc.) shail be
disposed of in conjunction with the record(s) they support.
G. The destruction of an electonic record involves two components. The first component includes
the destruction of the information and the record medium. The second component is where the
information is obliterated but the electronic medium is retained because it may still be usefirl. An
agency shall select the best method for the destruction ofan electronic record based oo the
retention of the record, the medium and the nature or sensitivity of the information. For a local hard
disk, methods one and two that follow should be sufficient. For other magnetic, optical or solid-
state storage media, agency information systems staff should be consulted. Agencies shall select

from the following methods of destrucdon:
(1) erasure from electronic media and all back up media;
(2) emptying of elecftonic ftash receptacle;
(3) wimessed overwriting of reusable magnetic media multiple times as recommended by the US
departrnent of defense;
(4) wimessed degaussing of the magnetic media; or
(5) witnessed physical destruction of the rnedia as tecomrnended by the US depatrnent of defense.

[1.13.30.13 NMAC - Rp, 1.13.30.8 and 9 NMAC, 06 /o7 /20061
1.13.30.14 DESTRUCTION OF NON-RECOR.f)S: Desttuction of non-records is the sole
responsibility of the custodial agency and does not require the prior approval of the state records



administrator. That responsibility includes identifring whether the infotrnation is a non-tecord ot a

public record.
,{- Non-records that contain con6dential or sensitive information exempted ftom disclosure by
statute shall be desftoyed in such a manner that the information cannot be read, interPteted or
reconstnrcted. Non-records that contain confidential or sensitive information shall be desttoyed by
shredding, macerating or recycling through a bonded document destruction vendor.
B. Non-records without conEdential requirements or that do not conain personal identifiers may be

destroyed in accordance with approved methods of destruction. To ensure information is destroyed,
use one of the following methods:
(1) dumpsite burial;
(2) recyding through bonded recycler; or
(3) shredding.
C, Electtonic non-records that do not contain confidential or sensitive information may be
destoyed by physical destruction of the media or erasure of the data ftom all media including back-

up media.

[1.13.30.14 NI\tr{C - Rp, 1.13.30.9 NMAC,06/01/2006]
1.13.30.15 DESTRUCTION OF PUBLIC RECORDS HELD BY CONTRACTORS: All
public records or data created by a contactof or noo-govemment entity for a state agency shall be

disposed of in accordance with the procedures established in 1.13.30 NMAC.

[1.13.30.1s NMAC - N,06/01/2006]



RECORDS DISPOSITION FORM

Complete at lntake
Department Records Title & Description

Records Liaison Offce/s Name "pnnt" Records Liaison Offce/s gignature)

Storage Location Quantity of Boxes/Bundles,
etc..

Archive Location

Disposition Trigger Date Records Retention & Disposition Schedule Section #

Destruction Type, if pemanent rccod, maft "Petmanent"

Complete for Destruction Purposes
Records Liaison Office/s Appro\al gignaturc) Date

Director/Elected Offi cial Approval 5ignaturc) Date

Records C ustodian Approval gignature) Date

Destruction Date Actual Destruction Type

10. DISPOSITION FORM- A copy will be sent to the NM State Records Administrator
via certified mail 60 days prior to the destruction.


